ee 


T, METHODS AND PERSONNEL 


a en pe ti 


See page 47. 


— 


NEWEST IN LIGHTING—Office of 
L. C. Kent, GE Lighting Institute. 
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The Style-Master Steel Suite in Neutra-Tone Gray Harmonizes with any Decorative Treatment 


She Office of Joday ve 


The office of today is planned as a harmonious unit. 
The furniture should be efficient, harmonizing with any 
decorative scheme. @ “Y and E” Style-Master Steel Office Suites 
in the Neutra-Tone Gray Finish create an atmosphere 


of comfort, convenience and prestige. 


YAWMAN AND ERBE MFG. CO., 1045 Jay Street, Rochester 3, N. Y. 


The Franchise That Means (Quality Merchandise 
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READY MASTER 
THE OUTSTANDI 
CARSON “MASTER § r 


_ Duplicates Forms and Fill-ins 3 
_ quickly and accurately in @ Single Operation. 
¥ Criginal form is typed or written JU 


Ready Masters come to yowplain or completely; = 
_Speciications, ready for usge’Gn apiritor gelatine di §=#=— 
rogressive data may be added on re-runs. 
_ Columbia Systems Specialista, widely experi 
‘é Pe speciallytrained in originat 


LR 


‘i: 


ced and 
by methods 


and procedure forms, be glad to a 7 / 
Je, io bring your existing forms up to date, 


are now using. This service is avail- 
our regular office equipment dealer 


or to quote you on form 5 
able without obligation through 
or any ofthe Columbia service 


les 
f MANU 
COLUMBIA RIBBON & CARBO 

Main Office & Factory: ' 


New York Sales & Expert 58-64 West 401: St, - 
Detroit + Milwaukee ¢ Mir plis: * Nashville « Phi 


N.Y, 


coerce MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer, Inc., 
rs ew York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Application for second class entry 
7 bending. Volume 7, No. 9; October, 1946. Subscription $2.00 per year in United States and Possessions, Mexico and Cuba; $3.00 all other 
ca ' countries. Printed in United States. 
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IBM 


OFFERS TO BUSINESS 


Electric Punched Card Accounting Machines 


Time Recording, 
Indicating and Signaling Systems 


Electric Typewriters 


It is IBM’s constant aim to furnish businesses with the finest, most modern 
business machines. Today, IBM equipment, improved and perfected 


through extensive research in IBM’s laboratories, is again available to 


businesses of all types and sizes. 


IBM ELECTRIC PUNCHED CARD ACCOUNTING MACHINES speed up 
management reports to the advantage of all departments. This service 
can be obtained either through machines installed in your own offices 
or on a time or contract basis in IBM Service Bureaus. 


_ IBM TIME RECORDING, INDICATING, AND SIGNALING SYSTEMS supply - 


accurate, legible records of the time each employee spends on each job 
as well as daily and weekly attendance time records; furnish the correct 
time for all operations; and signal clearly the ame and stopping times 
of each work period. 


IBM ELECTRIC TYPEWRITERS, completely electric in operation, enable 
typists to produce more letters with less effort, as well as, at one typing, 
extremely large numbers of legible carbon copies. Specially-designed 
type gives written thoughts their most distinguished appearance. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
World Headquarters Building, 590 Madison Avenue, New York 22, N. Y. 
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OO eS 


it’ 4 ré i A PRECISION DUPLICATOR—BASICALLY NEW IN 
A e @ ENGINEERING, IN FEATURES, IN COPY PERFECTION! 


Just how precise can register be— 
how even can inking be? The new 
COPYCHIEF showed thousands at 
the New York Business Show, and 
is now ready to show you! Every 
copy is now a precision copy be- 
eause Red Feather designed a precision duplicator. 
Its every moving part is fully rotary —each synchro- 
nized with the others. Gone are the shuttle, the sudden 


tension, the blur, and the slightest mis-alignment. 


Set it at 50 or 200 rpm; the COPYCHIEF with its 
sealed-in-oil mechanism purrs through its work like 
no duplicator you’ve ever seen. 

Here is what Red Feather has done for inking! Just 
flip the switch, pour in the ink, and the COPYCHIEF 
does the rest with a simple, positive system of three- 


Rit kf 
0 at iene 


oa 


. hel 
4 . 


. October, 1946 
a 


way inking. This is the first system 
to eliminate inside metal plates 
against which ink piles in One area, 
interrupting flow to another. When 
you want to change colors, change 
drums; it takes only a few seconds. 
There are many other savings in 
time, paper and ink built into this 
machine; a descriptive folder is 
ready for you now. Write for details 
and the name of your nearest dealer. 


Precision built by 


RED FEATHER PRODUCTS LTD. 


HOME OFFICE AND FACTORY 
REDWOOD CITY, CALIFORNIA 
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MASO’S NEW SENSATIONAL 
“ADD-A-TRAY” 


All Steel 
Desk Tray 


e Stacks up to 10 High + Meets a Modern Demand 
STOCK AND e No Bolts, Nuts,Screws «¢ One Fits Over the Other 
DISPLAY THEM! 


You sell them EVERY DESK WORKER A PROSPECT 


in threes and fours 


Maso’s ADD-A-TRAY meets a long felt want for 
simplifying, organizing all desk work. Stack one over 
the other up to 10 high. Provides separate compart- 
ment for every work classification. Gives finger-tip 
control of all desk work. 


Beautiful baked enamel finish, walnut, green or gray. 
Heavy guage metal; no sharp edges; make strong 


sturdy tiers that won’t bend, wobble nor tip over. 

Letter size, 12” wide, 9” deep, 3” high. Packed K.D. 

STACKS UP TO 10 HIGH 12 trays to carton with 3 sets of rubber grommets for 
Specially designed flange permits each 


tray to slide quickly, easily over the other feet. Ship. Wt. carton, 24 lbs. Order your supply 
to form a rigid, attractive, firmly sup- 
ported tier of trays up to ten high. today! 


MASO STEEL PRODUCTS #iic3""2hé 


-MASO MAKES THE BETTER ONE 
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HOUSE ORGANS + CHARTS * GRAPHS 


TRY THIS EASY NEW WAY 


ate 


m Just place chévtetters i in position on ,.74¢ 
&’° yeur copy—they adhere themselves 
= —and you have perfect reproduction 


\ 
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ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 
anes > yn 
te, e 
cial adhesive back makes | @ Snap up your reproduction copy for offset and engrav- 
each 4 adhereto your ings this quick, economical way. Set your own headings 
copy instan 


SUPERIMPOSE LETTERS 
ON OR 


The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 


iP 9 per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


DIRECTIONAL 1 arTHuR BROWN & BRO., omscionns "| 
ARROWS—too! | 67 West 44th Street 

Small, medium and large { New York 3. N. Y. ' 

arrows with white outlines. 1 Send me descriptive folder on Presto-type. 1 

Has hundreds of uses! MAIL ; } 

coupon , °°" ' 

TODAY! ; © 1 

Address } 

City & State ! 


ARTHUR BROWN & BRO. 


67 West 44th Street 


from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out fi the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo: on photographs or artwork and _— in 
countless other ways to give you good typography and 
low-cost reproduction copy. 
ONLY 75c per sheet 
Write for descriptive folder and type chart 
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ULL LEGAL SIZE...SIMPLE TO OPERATE 
.100 OR MORE COPIES PER MINUTE 


Model C Lettergraph offers you every essential feature of even 
most expensive machines. It’s a full size, big production stencil 
luplicator that can handle any job from post cards to legal size. It’s 
lways ready to deliver clear, sharp copies in any quantity desired 
at speeds of 100 or more copies per minute! Offices, stores, schools, 
hurches, clubs, etc., will find the Model C a fine investment that 
nvickly pays for itself. Sturdily built for years-of satisfactory service. 


ICE INCLUDES THE FOLLOWING INITIAL SUPPLIES RETAIL PRICE 

Legal Size Stencils, '/e Ib. can Black Ink, Ink Brush, Ink 

ad, Bottle Correction Fluid, 1 Stylus, Signature Plate, s4Q50 

Cover and Complete illustrated Instruction ‘pps ead 
Shipping weight, 32 Ibs. 3 5 . i s + « « « EXCISE TAX INCLUDED 


HE HEYER CORPORATION 


CHICAGO, ILL. 


ARES ong ae 


INSIDE INKING 

The ModeiC 

has a large, legal size 
perforated cylin- 


weights and sizes of 
paper. 


HOOK-ON TRAY 

Large capacity, all 
metal receiving tray 
hooks into place on ma- 
chine allowing tray to be 
suspended over edge of 


be se 
less space, provides 
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SINGLE ARM FEED ote 
Sturdy single arm design 
| provides maximum space e 
for convenience in load- < , 
ing paper. Cast alurti- ' ys 
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gm the Superior Butyl Rubber 
eee cement for 
: Permanent Adhesion 


For permanent adhesion — changeless under chang 

ing temperatures, impervious to time, heat, cold 
‘or and humidity — in the mounting of photographs, 
: drawings and valuable papers, there is no substi 
tute for SUPERGRIP. 


This time-tested, butyl rubber cement is definitely 
superior for mounting paper on paper, on wood, 
on metal, on glass, on plastics. 


Photographers, amateur and professional, find 
SUPERGRIP unexcelled for the permanent mounting 
~ 7 Mm of valuable prints. 


as SUPERGRIP 50 List Prices 

Den ver Container Packing East West 

- 1%-oz. Tube 12 $0.25ea. $0.30 ea, 

Oea. $0.45, 4-072. bottle with brush 36 26 * 40" 
— Pint jar 12 60 " 80" 
Qvart jar 12 1:00 ” 1.20 " 

r Gallon Can 6 3.00 " 3.70 " 


— Tern 
\ { a stationery and art 
ALARA 
TTS AMAT 
_8 ses 8s ess 8 8 | 


Supergrip 60 (Non-inflammable) prices slightly higher. 


supply stores. 
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’ ASH. BOXES 
Moldmadtler 
PLASTIC TRAY 


STEELMASTER'S world-famous Futura Grey Cash 
Bond and Office Boxes now come supplied with it 
MOLDMASTER Plastic Tray. MOLDMASTER Plas 
tic Trays are made of improved phenolic plastic 


material in glossy black and has substantial 
strength. Greater coin-compartment capacity is 
provided. Ease and speed of handling of currency 
is achieved and a modern, harmonious and two- 
toned article of commerce is now offered to the 
trade by STEELMASTER, the world's largest 
manufacturer of cash, bond and office boxes. 


CASH'BOXES 


Futura CASH BOXES with Moldmaster TRAYS 


No. WwW H D Wolo FOR NY. 
F 30 10% | 4% | 7% | 3% lbs. | $3.00 
F 14 10 3 4% | 2 Ibs. | $2.25 
F 10 10% | 2% | 7% | 2%lbs. | $2.35 
WITHOUT TRAYS 
F92 | (10% «| «4% | 4 | 2Yqlbs. | $2.00 
F 3 , 1%, | 3% | 5% | 13%qlbs. | $1.75 
F 4 10 3 | 4% | lbs. | $1.50 
MOLDMASTER TRAYS Per Doren 
M1910 | For F92 or F10 $15.00 
M1914 | For F 4 Bond $12.00 


At your favorite local stationer and office furniture . 
dealer, or write us directly. 
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CARD CABINETS © 


Futura * Staudanrd 


SILVER GRAY SERIES OLIVE GREEN SERIES 
Available in FUTURA silver gray or standard olive 
green series, 16" deep, STEELMASTER Card 
Cabinets, Single and Double Drawers. 


These units are furnished with ASCO hook-up fea- 
ture and can be built to any height. When ordering, 
indicate "F" for FUTURA silver gray items or merely 
use stock number shown for standard olive green . 
items. 


CARD CABINETS. 


SINGLE DRAWERS 


Approx. List Price 
No. | Card | Width | H D |Capacity | Ship'g Wt. | F.O.B. N.Y. 
335 3x5 6/2 | 5% | 16" 1,500 5% Ibs. $3.00 
“Me | 4x6 | 7% | 6m | t6"| 1500 | 6% lbs. 3.50 
358 5x8 2 7, | 16" 1,500 8 ibs. 4.50 
369 6x9 10'/2 Bi, | 16" 1,500 12'/2 Ibs. 7.00 


DOUBLE DRAWERS 


Approx. List Price 
No. | Card | Width | H D | Capacity | Ship'g Wt. | F.O.B. N.Y. 


3352 | 3x5 | 12% | 5% | 16"| 3,000 9% Ibs. $ 5.25 


3462 | 4x6 | 14% | 6% | 16"| 3,000 | 1 Ibs. 6.00 
3582 | 5x8 | 18% | 7% | 16"| 3,000 | 15/2 Ibs. 8.00 
3692 | 6x9 | 20% | 8% | 16"| 3,000 | 21% Ibs. 10.00 


At your favorite local stationer and office furniture 
— dealer, or write us directly. 
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PLASTIC 
DESK TRAY 


The ASCO ‘Woldmater “'Rotarian" desk tray will accommodate letter and legal 
size correspondence and papers. 


The "Rotarian" is made of plastic (phenolic) and its rotary-swivel action doubles 
the work of ordinary trays. 


The "Rotarian" is furnished with two rubber bumpers and four plastic bumpers to 
prevent desk marring. It is furnished in a soft, pleasing walnut color to harmonize 
with office surroundings. 


It is packaged in sets of two trays (including bracket and post) in an individua! 
carton and then is master packaged in a master carton of six sets. 


Item Width Depth Hght. Carton Shipping Wt. List Price 
“Rotarian” es _ 5 $4.95 
Desk Tray Set 8% 13% 2 5 Ibs. per set* 


*Set is composed of two trays, post and bracket. 


300 EAST 145TH STREET = * ~~ NEW YORK5I.N.Y. 
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What is ACCO? 


ACCO is a service. Nearly all 
ACCO Products are designed for improving the 
safe-keeping of papers — permanently or tem- 
porarily, 


Paper fastening, paper binding, record keep- 
ing, filing are all important functions which 
ACCO Products enable the business man to do bet- 
ter. So much better, in fact, that ACCO has be 


come the known standard of quality in the field. 


_ Be sure to ask for ACCO. By insisting on 
genuine ACCO Products you'll get the most for 


the service ACCO renders. 


ACCO FASTENERS 


ACCOBIND FOLDERS 


ACCOPRESS BINDERS 


ACCOFLEX BINDERS 


ACCO FLATS 


ACCO CLAMPS 


ACCO CLIPS 


ACCO PUNCHES 


ACCO STENOPAL 


oe " 
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ACCO 


PRODUCTS, INC. 


39th Ave. and 24th S#. 
Long Island City, N. Y. 
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FOR EFFICIENCY AND ECONOMY 


FOUNT-O-INK ““_ FOUNT-O-INK is a full line, from 

inexpensive utility sets to top 
ptm. an canes i ' quality sets with style and 
points or 14-k Sy beauty for the high- 


solid gold points 
and priced 
accordingly. 


class demand. | 


No. D-23-M 


FOUNT-O-INK Writing 
Sets are made in com- 
binations of metal and 
plastic. Mahogany, wal- 


* Induction-coujfaibaal ink supply. nut, jet and a full line of 
* Capillary action pen fills itself. ee 
* Writes with controlled, even ink flow. - 
* Instant and continuous writing action. 


* No messy well filling, ever. 


No. D-21-M 


Mo. 14225-0R Sol alee MONARY ACES a i 
The Executive sets, single and A full-color catalog free to dealers. 
double, or with ornament, have Gregory 
metal cover, massive metal base 


and 14-k solid gold pen points. FOUNT-O-INK COMPANY 
Los Angeles 41, California 


Copyright—Grecory Fount-O-Inx Co., 194 
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NEVA-CLOG 
The Do-Plus Stapling Machine 


of a thousand uses 


TEMPORARY 
FASTENING 
Ca 


PERMANENT 
_ FASTENING 
a — 


ee 


MODEL J-30 STAPLING PLIER 


Great utility. Fastens in any position. Vertical b 


. or horizontal. One hand only. Light in weight. 
Strong. Ejector bar for misused staples. 2” MODEL J-60 STAPLING PLIER 


throat. Indispensable for vertical filing. Slips in 
desk drawer, brief case or ery 

a (5 used—Neva-Clog DJ-340, load 105, Capa- 
*<-eity 5/32”. ; 


MODEL S-100 STAPLING PLIER 


Strong, for heavier work, yet light enough for 
office use. leverage drives staples easily. 
Fastens heavy bond paper, coated stock, cardboard, 
leather, chipboard boxes. Attaches tags to bales 
or bags. Portable. - - 

Staples used—Neva-Clog A-1000 (5/32” capa- 
city), L-1000 (3/16” capacity) load 100. 


Like Model J-30 but with special anvil—easily 
set for either temporary (spread) or permanent 
(clinched) staple. Quick and efficient. Necessary 
for many office duties. 

Staple used—Neva-Clog DJ-340, Load 105, 
Capacity 5/32”. 


MODEL B-100 HEAVY DUTY PLIER 


Uses a heavy gauge flat-wire staple. Designed 
for fastening of tough mat . Fibre, corrugated 
board, veneer, belting, etc. Rugged. Leverage 
gives power to force staples easily. Portable, use 
in any position. 


Staples used—Neva-Clog B-3/8, Capacity 14”. 


October, 1946 


WILL DO ALL THAT ANY STAPLER WILL DO © PLUS MANY EXCLUSIVE FEATURES 
NEVASCLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 


IN CANADA—CANADIAN STAPLES LTD., MONTREAL 
OFFICE MANAGEMENT AND EQUIPMENT 17 
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Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer action, free from 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their | 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency 


for America’s Office Browne-Morse 


FILE FACTS 


Get the quick facts on 
Browne-Morse Steel Files — 

ee f re) Ww nN e - hi O ‘i S eC write for Bulletin 5000. Lists features 
and specifications plus a complete table 
of sizes. 

MUSKEGON MICHIGAN 


FOR OVER 37 YEARS, MANUFACTURERS OF HIGH QUALITY FILES, DESKS, 
_* CHAIRS, FILING SUPPLIES, SAFES. SPECIAL COUNTERS, CABINETS. AND OFFICE FORMS “ 


fat oe 
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Plus excise tax 


merica’s 
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outstanding 
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Scopes 


SPEED-O-PRINT 
CORPORATION 


161 E. GRAND AVE. CHICAGO II De Luxe 
Speed-O-Seo e $29.50 
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Vile hieat $24.f0 Write for beautiful Full-color illustrated catalog 


Prices slightly higher West of Rockies 
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here is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beautifully packaged Quality products to give the utmost satisfaction 


SPEED-O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILLINOIS 


MANUFACTURERS OF ROTARY STENCIL DUPLICATORS AND DUPLICATING SUPPLIES 
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@ A-S-E Aurora Files are also standouts! They provide more, 
give more! They lead with smooth-gliding drawers . . . im- 
proved locking mechanism . . . rugged heavyweight steel 
construction that’s built to take it. . . trouble-free 
follower and extra filing capacity —actually 2612 inches 

of clear filing space per drawer! 


Write today for free catalog on A-S-E Aurora 
Files—it’s the dependable line that’s backed by 
more than 34 years of engineering experience! 


Drawer fronts are 
flanged back and are 
welded to bottom —pro- 
viding extra strength ! 
facture a complete line 
of steel storage ond 
wardrobe cabinets. 


Built for strength! 
Sturdy 6-post frome, 
tigid cross- bracing, 
full-opening drawers. Rigid Frome Construction 


+ nF Ss 
Lasting, chip-proof 
finish. Hordwore of 
genvine bronze, 
beautifully designed. . 


is provided by torque 
plate reinforcement 


under each drawer shelf. 


ALL-STEEL EQUIPMENT 


300 Cleveland Avenue, Aurora, Illinois 
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Why Accept Less? 


WHEN YOU CAN 
GET GENUINE 


OFFICE OUTFITS. 


7 
4 


FOR SURPRISINGLY 
FEW CENTS MORE 


There's a difference. One glance at 


| 
| 
these business-like sets is enough to con- | 
vince you that they are definitely super- 
ior in very respect. The type is deeply 
and beautifully moulded. There are two 
ruggedly constructed type holders and 
a pair of spring steel tweezers. A gen- 
erously sized, genuine Justrite stamp pad 
It is 
It is a practical, usable 


completes this fine printing set. 


not a toy. 
printing outfit designed for those emer- 
gency printing jobs that come up in 
every office. 


Your stationery dealer has them in a variety of styles and © 
sizes. Ask him about the rest of the quality Justrite line of 
marking equipment, office and industrial inks, and rubber 
products. Look for the purple and yellow package. 


4 


3 


BUY RIGHT — BUY JUSTRITE 


; 


LOUIS MELIND CO. | 
EXSGA OFFICE PRODUCTS 


NEW YORK » DETROIT » CHICAGO » LOS ANGELES + SAN FRANCISCO 
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aR Mall e 
REDUCED 


MAIL Envelopes — it has always 
_ the biggest selling Air Mail Static 


drastically reduced air mail ratelibig: 
publicity and the tempo for speed 


the Postman. a 


SKY-RITE 
ghtweight PAPERS 
| ALL Grades «+ ALL Size 
WRITE FOR CATALO 


AGENCY PAPER CO. 
74 VARICK STREE 
NEW YORK 1: 
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ALL STEEL 
OFFICE TABLE 


@ Baked enamel finish 


@ Matching two-tone brown or gray 
@ Snagproof . . . Clatterproof 

No. 1730 
@ Quality built through-out 


@ Welded reinforced Top 


ty and 
No. 1515 ‘Handeome.. rentable. ‘audy, lifetime 


table for office, home, school, factory. Rolled under 
edges: tadius corners. Powssttes Hammerioid finish. 


Aut PURPOSE OFFICE 


MACHINE STAND 
Another fast selling, all steel, office machine stand. 
Has ample legroom; free rolling casters. Heavy 
gauge; rolled edges. Top has adjustable channels Also Available... e Maso’s Streamliner Utility 


to hold machine. Two drop leaves, 7 x 15 inches; ” 
poe doshas Satie. pan 08 2 $8 0 S00 Stand with Masonite Top; Monarch Stand with %” wood top; 


inches high. Shipped 2 to a carton. S. U. Weight Add-A-Tray Steel Desk Stack Trays; Wood Diiashens Tables; 
16 pounds per table. F. O. B. Chicago. Steel Waste Baskets. 


MASO STEEL PRODUCTS 33." 


_. ~MASO MAKES THER TTER Gwe ~~ 
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A WAY TO KEEP IT! 
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Among the countless Boorum & Pease products, there’s 
not only a way to keep any record—but a better way! 
Say goodbye to “shopping” for record-keeping supplies. 


Depend—as million do—on the product with the 
familiar, green label. Nobody gives up a good thing 
when he finds it—that’s why you'll always stick with 
the Boorum & Pease way—the better way. 


Supply and demand aren’t running neck and neck yet, but 
when they do, we'll be able to serve you with all the 


quality products American Business needs . . . loose-leaf 
equipment . . . pay-roll forms . . . commercial and business 
forms . . . visible record-keeping equipment . . . time books 


... bound books and other items sold exclusively through 
the Stationers of America. 


; GENERAL OFFICES: 84 HUDSON AVE., B&G ™ 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. STH $I. * CHICAGO 7: 538 S. WELLS ST. Ss 
NEW YORK CITY SALESROOM: 349 BR@ARAI ‘ORK 13. a 
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SEND COUPON FOR 
“FULL INFORMATION ABOUT THIS NEW, 
REMARKABLE MACHINE AND ITS COM- 
_PANION SUPPLY ITEMS; ALSO NAME OF 

_— IN YOUR LOCALITY — 4 


ail 7) MODEL 250 


| (PRINTS 250 
; COPIES 
PER MINUTE) 


OFFICE MANAGEMENT AND EQUIPMENT 


NIAGARA DUPLICATOR COMPANY 
128 Main Street, San Francisco 5 


Gentlemen: Please send full details of the new 
Niagara Model 250 and name of my nearest dealer. 


Name Position 


Firm Name 


Street 


City Zone State 


October, 1946 
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THESE WORLD-WIDE ADVANCEMENTS 
ARE ESxelacocue WITH NIAGARA 


| and make the “Model 250” the fastest, 
most accurate, most fully automatic 
, stencil duplicator ever made! 


— 


7. WORLD’S FASTEST—250 COPIES PER MINUTE 
2. DUAL PRE-DETERMINING COUNTER 

3. FEEDS MORE KINDS OF PAPER 

¢. NEW MICROMATIC CENTRALIZED CONTROLS 
5. SYNCHRONIZED IMPRESSION ROLLER 

6. NEW MASTER OPERATING CONTROL 


7. NEW AUTO-ACCELERATING TRANSMISSION 
&. LARGEST CABINET—DETACHABLE TRANSMISSION 


9. “HAIR-LINE” REGISTRATION CONTROL 

) 70. BUILT-IN DISAPPEARING LAMP 

77. DOUBLE-ACTION PAPER GUIDE LOCK 
12. NEW SPEED-SHEETER—250 PER MINUTE 


NEWLY TOOLED AND DESIGNED THROUGHOUT 


NIAGARA 


- DUPLICATOR <= COMPANY. 


128 MAIN STREET + 5 A wee 5 + CALIFORNIA — 


ites WORLD'S FASTEST DUPLICATOR 
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MADE IN 5 DEGREES 


No. 1, Soft * No. 2, Soft Medium 
No. 2, 2/4 Firm * No. 3, Medium Hard 
No. 4, Hard 


MAKER S O F , 


N E 


GENERAL’S 


EMI Wea 


OFFICE PENCIL 


The pencil with “Built-in-Quality” for smooth easy 
writing. Rounded corners make them more com- 
fortable to hold and the Carbo-weld leads insure 
stronger points for greater economy. 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 


PENCILS SINCE 18 8 ? 
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USER SATISEACTION 
SALES APPEAL 


In spite of present day uncertainties . . . One 
thing is sure .. . you can't beat that exerience of 

more than three-quarters of a century! For just that 
long users have found that through troublesome times 
or tranquil . . . the Feldco Line of regular and zipper ring : 
binders is a good dependable line for . . . sales appeal . . . 

and user satisfaction. 


The name of Feldco has always been synonymous with the latest 
developments in the zipper and regular ring binder field . . . Vinyl-Tex, 
our latest offering to the trade, has already proved its durability, beauty 
and utility to users who have deluged us with repeat orders. Material 
shortages, still being with us, retard our volume production on this fast-selling 
profitable item. However, we are endeavoring to overcome this handicap and hope 
soon to be in a more advantageous position to supply your requirements. 
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The proof of the carbon paper 
is in the punching 


To most P.A.’s, all carbon paper must 
look alike. But there’s a vast difference — 
that can best be proved by actual use. 

Especially today, when prices are up and 
quality counts more than ever, F. S. Webster 
challenges comparison with any other line. 
Tell us your needs, and we'll provide sam- 
ples at our expense. Then you be the judge. 


F.S. Webster Company makes a complete 


line of carbon papers (including the famous 
Micrometric) and typewriter ribbons; dupli- 
cating carbon papers and accessories; carbon 
paper ribbons for photo-offset work; ribbons 
and carbons for Elliott-Fisher, Addressing, 
Adding and International Business Machines. 

Consult your nearest dealer or write to 
F. S. Webster Company, 9 Amherst Street, 
Cambridge 42, Massachusetts. 


WEBSTER’S 


Micrometric Carbon Papers 
and Typewriter Ribbons 
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You don't have to guess about the increased effi- 
ciency you can obtain when you change to M & V 
typewriter ribbons and carbon paper. Your local 
M & V ANALYST can quickly show you how you 
will benefit three ways—|. Better Letters—2. 
Clearer Copies—3. Lower Costs. He will study 
all your typing work carefully—then give you his 


« 


DONT GUESS/ 
DONT GAMBLE/ 


report and recommendations. He will select the 
"tight" ribbon and the "right" carbon paper for 
each basic need—giving you his reason for recom- 
mending them. Of course without any obligation 
on your part. Remember, only the M & V 
ANALYST gives you M & V Service. 
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MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 
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' | Sn troducing fhe CW. « 


VENUS 4” 


USES QUICK-DRYING (WRITES DRY) OR a INK 


EXCLUSIVELY DESIGNED! 
PATENTED! 


The new Venus is a HOODED PEN, with an ex- 
clusively designed and patented feed construc- 
tion under the hood. It gives improved ink 
control. Actually, the precision-engineered hood 
traps and stores the ink, keeps the pen-point 
moist—for instant touch and flow! 


RSEY 


J wels by Cartier 


TESTED: Every VENUS HOODED PEN is pre-tested for in- 
stant touch and flow. 

GUARANTEED: The VENUS HOODED PEN is manufactured 
by the makers of the famous Venus Pencils and is backed by 
the Venus Guarantee. 

NATIONALLY ADVERTISED: To carry the Venus Hooded Pen 
message to your customers—full page advertisement in four 
colors—will appear in LIFE and THE SATURDAY EVENING 
POST during the next four months. Helps to build even more 
goodwill for all Venus Pens. 

PRICED to retail at only $7.50. 


AMERICAN PENCIL COMPANY, HOBOKEN, N. J. 
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“RIBBONS ‘ « 8 
DUPLICATING surbuts 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


Too Many Cooks 
% ALTHOUGH both cooks and broth are scarce these days, 
the old saying “Too many cooks spoil the broth” is still a use- 
ful one, particularly applicable to our current pathetic faith 
in the effectiveness of committees and conferences for getting 
things done. 

“No smart executive is a worshipper of committees,” says 
a recent issue of Net Results, organ of H. A. Hopf & Co., man- 
agement engineers, quoting Gardner Cowles, Jr.: 

“The committee is to the executive world what the WPA 
was to the depression. It doesn’t get any work done, but it 
keeps a lot of people occupied.” 

In the office of today there is nothing like the opportunity 
for the exercise of constructive executive ability which existed 
before the over-expansion of committee and conference pro- 
cedures. “Let’s call a conference,” “Let’s appoint a commit- 
tee,” too often repeated, dull the most ardent ambition and 
paralyzes the liveliest sense of responsibility in those whom 
the office should count upon for leadership. 

Just as man individually is more civilized than man col- 
lectively, so the individual mind and heart are better than the 
collective mind and heart, which deteriorate in direct propor- 
tion to the size of the group, down to the ultimate brutish level 
of the mob. Groups advance at the pace of the slowest mem- 
bers thereof and the larger the group the slower the pace. 
These are matters for thought when so many of us seem to 
forget that leadership is a tender plant which the atmosphere 
of the conference room tends to wither. 
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Bis Modern filing calls for faster, easier, more efficient filing in less space. 
And only Rock-a-File has all those advantages! 


Because of its revolutionary side-filing principle, the first basic filing 5 
improvement in 53 years, only Rock-a-File means modern filing. Pat- kA 
ented “rocking’’ compartments that open sideways make all the con- 
tents accessible all the time, save up to 40 % floor space, enable two or 

more persons to file simultaneously. 


It’s so easy to use Rock-a-File . . . no heavy tugging 
and pushing, no loud banging, no danger of toppling. . . 
because compartments “rock” open and shut at slight ie 
finger pressure. With Rock-a-File, filing is no longer a es. 
problem—it’s a real pleasure! im 


A Nationally-Aduertised Product 


Ask your dealer for complete descriptive 
literature 
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Constant stream of visitors from all parts of country poured through the Show 


Over 100,000 at Business Show 


By Andrew Duane 


* UPWARDS of 100,000 persons were clocked 
through gates of the National Business Show, 
held at Grand Central Palace, New York, from 
September 30th to October 5th, as they streamed 
in to see what new developments in office equip- 
ment have been effected in the past five years and 
to this first National Business Show since 1941. 
Many new machines have been designed, many 
refinements and improvements have been added 
to old ones. The Show amply fulfilled its purpose 
of crystallizing five years of office engineering 


progress and indicating a pattern of efficency for 
the post-war business office. 


OFFICE MANAGEMENT AND EQUIPMENT 


Naturally, with the material and manpower 
situation what it is, there was not so much of 
the really new as might have been expected of a 
Show held more than a year after the end of the 
war. But to those who were looking for sensa- 
tionally new developments many manufacturers 
had to extend the invitation “see what we have at 
the Show next year.” 

A unique series of Office Week Forums, running 
hand-in-hand with the National Business Show at 
Grand Central Palace, sponsored by the New 
York Chapter of the National Office Management 
Association in collaboration with the New York 
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Chapter of the National Association of Cost Ac- 
countants, the Transcription Supervisors’ Asso- 
ciation of New York, and the Filing Association 
of New York, commence on the afternoon of Sep. 
tember 30th, and continued daily through the 
Show, with a total attendance of 5,000. 


Dr. Hopf first speaker 


Dr. Harry Arthur Hopf, of H. A. Hopf & Co., 
and president of the Hopf Institute of Manage- 
ment, Ossining, N. Y., was the first speaker on 
the September 30th program. The session co- 
chairmen were H. Pervical Riley, president of the 
New York Chapter of the National Office Manage- 
ment Association, and New York district man- 
ager, Ediphone division, Thomas A. Edison, Inc., 
and Car] E. Lindquist, president, New York Chap- 
ter, National Association of Cost Accountants, su- 
perintendent of cost and accounting, Western 
Electric Co. 

In a talk entitled “(Management Faces the Chal- 
lenge of the Day,” Dr. Hopf, after tracing the his- 
tory of modern management, discussed three 
groups of problems facing management. 

These are the development of more effective or- 
ganization, enlargement of executive capacity, 
and motivation of executives through incentive. 
The other speaker at this session was Dr. R. 
P. Marple, assistant secretary and director of 
technical service, National Association of Cost Ac- 
countants, who described the importance of cost 
research in the improvement of industrial ac- 
counting. 

In the evening, under the chairmanship of 
Eugene S. Thomas, sales manager, Bamberger 
Broadcasting Co., president of the Advertising 


Club of New York, the regular Monday nig { 
broadcast of Henry J. Taylor, “Your Land a}* 
Mine,” sponsored by General Motors, was ma‘) 
from the rostrum of the Forums. Mr. Taylor 
as his topic “Looking Ahead in America.” 
followed his broadcast. 

Robert M. Green, vice-president, Prudenti 
Life Insurance Co., was chairman of the Tuesd+..’ 
morning session, topic of which was “Compens: 
ing Your Office Employees.” Edward J. Wals 
division personnel manager, General Foods Cor} | 
spoke on “Salary Administration for Office Fay: 
ployees,” and Mrs. Elinore M. Herrick, dist 

! 


-——- 


~ 


director, New York Herald Tribune, discus 
“Applying Incentive Plans to White Collar Jo} | 
Accomplishment | 

| 

| 


In the afternoon, under the chairmanship 
E. H. Conarroe, associate manager of the Polic}; 
holders Service Bureau, Metropolitan Life —_ 
ance Co., a session was held which had the gener) | 
title, “Getting the Work Accomplished.” 

Nicholas L. A. Martucci, management consu f 


ant of Hillside, N. J., addressed the audience e 
“Shortcutting Operations”; Phil Carroll, Jr., cor 
sultant of Maplewood, N. J., discussed “Keepi 
the Work Moving Under Current Conditions”; ; 
J. Volk, second vice-president, Prudential Insw)\ 
ance Co., spoke on “Making Office Records Pah 
Profits,” and Roy K. Walls, general office mar), 
ager, Bridgeport Brass Co., Bridgeport, Conn, 
had the topic “Establishing Effective Supervi 
sion.” “How to Make More Effective Use of You! 
Present Space” was the title of a talk given br 
Harold C. Pennicke, consultant of Greenwic 
Conn., which closed the session. 


? 


Office Week Forums drew thousands at Show 
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In his talk Mr. Carroll reminded his audience reduce the business cycle.” Delays and interrup- 
that “the usual office is an overhead cost that has tion, establishment of quotas, factors of planning 
to pull its own weight by rendering commensurate of work, meeting variations, managing produc- 
service,” and that this can be accomplished by tion, and removing dams were discussed in this 
“keeping the work moving in such ways as will talk. (Turn to next page) 
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Conceding that there is a great deal of worth- 
while material published on the subject of super- 
vision, Mr. Walls observed that not all organiza- 
tions making use of this material have the most 
efficient offices; that other offices, adopting an en- 
tirely different approach to this objective, have 
developed aggressive supervision of a very high 
caliber. 

Some of the factors responsible for success in 
these companies are a healthy attitude toward 
first and second supervisory levels by the board of 
directors; well organized company associations 
which contribute to a highly informed group of 
supervisors in all levels; a policy of promotion 
from within that still would not permit a promis- 
ing man to regard the next step up as a right, but 
rather an objective to be worked for; recognition 
of the fact that first grade supervision cannot be 
expected to work with second grade tools. 

Mr. Pennicke had many suggestions as to how 
offices could make use of their present space, and 
urged management not to attempt to lay out an 


Usual American office is “an overhead cost that has to pull its own weight 
by rendering commensurate service” 
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office without a good plan of the area. A mini 
ture office, drawn to scale, and templates of all th 
office furniture, drawn to scale, would permit th 
best study of the problem, he told his audience. 

On Tuesday evening, the Transcription Super! 
visors’ Association of New York sponsored a se 
sion. 

The chairman, Miss Carolyn E. Slocum, cor 
porate secretary, Electrical Testing Laboratorig| 
Inc., introduced as the first speaker Miss Made 
line Gorman, supervisor, Caleo Chemical Division! 
American Cyanamid Co. Speaking on the subjec 
“Quality Work from Today’s Typists,” Miss Gor. 
man emphasized the fact that the employee con. 
siders the supervisor part of management; con. 
sequently the supervisor needs management’s rec. 
ognition to work effectively on its behalf. Miss 
Gorman gave as her formula for obtaining quality 
work from today’s typists, “putting competen 
supervision plus enlightened management an 
personnel policies over the best possible workin 

(Turn to page 63) 
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(1) The glazed wall with light behind provides a pleasant feature in the reception room 


A Dual-Purpose Reception Room 


By Robert E. Blount 


Vice president, Kenneth H. Ripnen Co., Inc., New York 


How a conference room 
and reception room com- 
bination was provided by 
“recapture" of unused ele- 
vator lobby, corridor, and 
other space. 


OFFICE MANAGEMENT AND EQUIPMENT 


% THE Dentists’ Supply Co. of New York re- 
cently faced the often present problem of an ir- 
resistible need for expansion of the executive 
suite and almost immovable boundaries, so replan- 
ning studies were commenced. 


An early analysis of the problem suggested re- 
capture of an elevator lobby used only as such, 
and adjacent corridor space. Space utilization as 
well as a direct circulation pattern dictated the 
location of the inside reception room. In fact, 
practically the entire area of this room had been 
previously unused. 

The program of requirements included several 
additional private offices, a conference room, and, 
last but seemingly impossible, a room for occa- 
sional larger gatherings, such as stockholders’ 
meetings and departmental and sales conferences. 
The solution of this last problem displays some in- 
genuity. 

The solution was to locate the conference room 
directly behind the reception room. The glazed 
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(2) The conference room is directly behind the reception room and convenient to the executive offices 


dividing wall slides into pockets and the two stalled throughout the reception room and ex 
rooms may be used as one for large meetings. tive offices. 

Hung ceilings treated with Celotex Corp. Muf- The walls of the reception room are cove 
fletone acoustical tile and carrying Barkon Frink with American walnut flexwood, a product of t 


recessed fluorescent lighting units have been in- United States Plywood Corp. The entire suite i 


Part of layout of offices of Dentists’ Supply Co. of New York, show- 
ing arrangement of reception room-conference room. Numbers 
indicate points from which accompanying pictures were taken. 
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arpeted, wall to wall, with Alexander Smith Co. 
broadloom. 


Reception room color accents are provided by a 
pair of fine Chinese celadon lamps, and the com- 
pany trademark carved in jade catalin serves as 
push plates on the main entrance doors to the ex- 
ecutive suite. 


Furnishings for the office are being given more 
and more consideration by business establish- 
ments, and the reception room, that part of the 
office which every visitor is bound to see, is natur- 
ally the recipient of more attention than any part 
of the office. Thus, visitors to the offices of The 
Dentists’ Supply Co. are inspired with a feeling 
of confidence and ease, induced by the warm, re- 
strained substantialness of this very utilitarian 
area. 

End chests flanking the brown leather sofa in 
the reception room, and the magazine rack placed 
beneath the circular mirror were designed by us, 
and executed in mahogany by Arnold & North, 
woodworkers, of New York. This is so of the 
reception desk, with the difference that it is of 
walnut. 

While the handsome directors’ table in the con- 


ference room had been the property of Dentists’ 
Supply Co., the accompanying chairs were pro- 
cured from Desks, Inc., New York, and are of 
walnut, upholstered with red top-grain leather. 
The sofa and two occasional chairs in the recep- 
tion room (the sofa is brown leather and the 
chairs are red) also come from Desks, Inc. 

The drapes, designed in the modern scroll motif, 
come from Kay Draperies, New York. They serve’ 
a dual purpose because not only do they impart a 
friendly atmosphere to the reception room, but, 
when drawn on both sides of the closed sliding 
door, assure privacy for any meeting that might 
be conducted in the conference room. 

The sliding wall behind the reception desk is 
made of Flutex opaque glass, and provides a pleas- 
ing background for the receptionist. 

Ceilings of both rooms are an off white shade, 
and the walls of the conference room are painted 
buff sand, setting off the oil portraits of the three 
founders of the company, Dr. Jacob Frantz, Dean 
Osborne, and John R. Sheppard. 


The project was carried out from preliminary 


planning studies to completion by Kenneth H. 
Ripnen Co., Inc. 


(3) The sliding panels disappear into pockets and permit the use of the reception room and 
conference room combined for larger business gatherings. 


(Ca, 


A 
A 


d » 
. y +. x 7 
on \Se “ 


a 


_ 
Rec: 
_ | 
, —? ' i ee a : ee. 3 
| { ce & re eee ets 
. Pi, hel P PO enn - woe a * . 
; - , A ms = aA g *' AN 
si si a ‘ei é Ai } 
— oa - a a J a es i i ™ / ie 
a * BNA (ay a —_ ore aT ee ad ; i a ‘ 
\ Ss seer . yy te 
- : % ; a Sia Kt he . : ; - 3 at y é 
é eee Ea rea OR: 
| ee civ i . aS ny: 
a 2 , AY p. if B — : : + i P +: eS VA 
an ae pa | a Ay i, A 3) Py ‘ = = j z! a (a ge ri} 
' FR ee ES Yaa 
- Tae ' VA 
2a ~ en ae ae any — . «a , i £ xy at ay 
7 _ tas” & Oy 
} ¥ : 2 Z a okt AY by? _ a 1 a 7 eee et Ne (i Oe 
ioe: aa ee LAY ty Be = y = | “a ey: (y 
cae ee ee ; ie + | ie ata 
; 4 ae “cs \ ’ oe at : 
} | — ae «ee 
——— he me Wy \ 
tober, 1M October, 1946 OFFICE MANAGEMENT AND EQUIPMENT 43 
ce ee : JI ee ll ee ftlhlC(C ! 


¥ 
Dee tts ils 


American Management Association 
Discusses Problems of the Office 


% THE PROBLEM of the building and mainte- 
nance of office efficiency under present conditions 
received a thorough going over at the Office Man- 
agement Conference of the American Management 
Association held at the Hotel New Yorker, New 
York, September 19th and 20th. : 

A number of men outstanding in the field of 
office management were on hand to provide AMA 
members with information and inspiration on 
many topics of outstanding interest. 


Importance of office management 
* I. O. ROYSE, General Office Manager, Ralston 
Purina Co., St. Louis, told the opening session of 
the conference that office executives have a greater 


“ 
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variety of responsibility and greater opportunity 
for effective influence on their businesses than 
any other company officer with the exception of 
the president or general manager. 

Office management, he said, services or facili- 
tates and assists production, administration, ac 
counting, finance, and distribution. He also said 
that where once office management was ill-regar¢- 
ed by top management because of its cost and ab- 
sence of visible results, today top executives con- 
sider office management a profession and a major 
indispensable function in business. 

Mr. Royse, vice-president in charge of AMA's 
Office Management Division, spoke on liaison be 
tween the office manager and other department 
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ALVIN E. DODD 


President, American Management Association 


heads. He told the meeting that liaison at present 
was not as effective as it might be in large organi- 
zations except where the office manager is con- 
sidered top management or very close to it. He 
outlined measures for improving liaison among 
department heads. 

He stressed the need for personal harmony 
among executives as a necessary step and advised 
office managers never to stop their efforts to ex- 
plain or “sell” their function to other departments 
in order that the services that they offer would 
be used to greater advantage and that officers be 
kept as fully informed in advance of expected de- 
mands of their facilities as possible. 

Formal conferences, committee meetings, and 
like procedures are important, Mr. Royse said, 
but the office manager “may need to be more dem- 
ocratic, ready to confer in the other fellow’s office, 
go out to lunch and pay the meal ticket, and do 
other helpful things”. 


Offices too complex 


* BUSINESS offices have become a great deal 
more complex than they should be and in some 
cases have reached a point where they are an end 
in themselves rather than service organizations, 
Joseph M. Robins, president, Roberk Co., Nor- 
walk, Conn., told the conference. 

Mr. Robins suggested to the assembled office 
executives “that you arm yourselves with common 
sense, a concept of the office as a service center, 
and a cynical attitude toward sacred cows” in 
office administration. 

He said he knew too many offices where last 
year’s Christmas cards were neatly filed away 
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and about which fugitives could say “let’s hide 
in these files, no one will ever look for us here.” 

He asked office managers to cultivate the habit 
of tearing up unncessary correspondence, abolish- 
ing useless carbon copies and a myriad of paper 
forms which he said are often used “because they 
always have been.” 

Mr. Robins advised office managers to look at 
Army methods. Even though “poking fun at Army 
red tape is popular,” the Army has prepared 
booklets on office routine and control, one of which 
gives a complete treatise on correspondence of 
less than 100 words, he said. 

He suggested, too, that the salutations and clos- 
ings in correspondence might be eliminated be- 
cause they have become so formalized as to be 
meaningless. 

Mr. Robins cited cases of companies that have 
eliminated customer statements of accounts as 
unnecessary unless accounts are delinquent, of 
routing carbons of memoranda and correspon- 
dence from department to department rather than 
preparing one for each “only to find they are all 
withering in the files within twenty four hours,” 
and statistical reports still being prepared al- 
though their reasons for existence had long since 
vanished. 

The familiar term “work simplification” pre- 
supposes an existing complexity which might well 
be removed from the office if executives will in- 
stitute a process of debunking in their own com- 
pany, Mr. Robins said. 


Labor supply to continue short 
% A picture of the nation’s supply of office work- 


1. O. ROYSE 
Ralston Purina Co., Vice-President AMA, 
Office Management Divisior 
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Office labor supply shortage to continue 


ers showing a steep decline in the number of 
young women available, with indications of an 
even tighter office labor market in the future and 
a belief that wage incentives can increase office 
worker output 50 to 100 per cent were put before 
the conference by A. Ford Hinrichs, former act- 
ing commissioner of the Bureau of Labor Sta- 
tistics and now economist for the Kiplinger Wash- 
ington Agency. He told the meeting that the num- 
ber of women available for office work between 
the ages of 20 and 35 years, the core of the office 
and clerical working force, is now one million be- 
low the normal level based on pre-war trends. Of- 
fice labor shortage will last for some time, he said. 
Mr. Hinrichs participated in a roundtable discus- 
sion on work and pay standards necessary to 
assure compensation that will attract additional 
people to office work. 

More than one and one-half million women quit 
the office force, Mr. Hinrichs said, chiefly because 
their husbands returned from the Armed Forces 
or they married returned veterans. He said this 
has had a particular effect on office help because 
by war’s end, seven out of ten clerical workers 
were women, although before the war only half 
were women. 


Wage incentives in the office 

% R.S. MACKENZIE, chief industrial engineer, 
Atlantic Refining Co., Philadelphia, told the con- 
ference that output per office worker can be in- 
creased from 50 to 100 per cent with an accom- 
panying saving in floor space and equipment if 
wage incentives employed in many factories are 
established in offices. 


46 


OFFICE MANAGEMENT AND EQUIPMENT 


He said work measurement and wage incen- 
tive plans had been successfully applied to most 
basic office operations, and that the office worker 
“is going to demand the same opportunity for 
extra earnings through incentives as is enjoyed 
by the plant worker.” 

He outlined the prerequisites for installing a 
“payment for production” plan and estimated that 
a 20 per cent net labor cost reduction “is normal 
expectation with many cases doubling this 
figure.” 

Mr. MacKenzie said experience showed “the 
pre-incentive level of productivity to be running 
from 40 per cent to 60 per cent of a full day’s 
work.” 

Wage structure 


*% L. B. MICHAEL, manufacturing engineer, 
wage practices, Western Electric Co., New York, 
advocated the continuing administration of job 
evaluation and salary standardization plans to 
bring stabilization to the office wage structure 
and afford an equality of opportunity for pay and 
promotion. 


He said that such plans should be administered 
by a central organization within the company so 
as to assure uniformity among departments which 
would eliminate discontent. 

He listed for the conference requirements for 
effective salary administration and counseled that 
after all jobs are studied, described, evaluated, 
and assigned appropriate pay, employees should 
not be kept in the dark on salaries or job rating. 


Policy enforcement 


% A POLICY enforcement unit was recommended 
by Joseph S. Covell, systems manager, Interna- 
tional Resistance Co., Philadelphia, to office man- 
agers troubled by the present shortage of com- 
petent office help, adequate equipment, and floor 
space, who have to be sure there is no wasted 
effort in their offices. 

It might be a one-man unit in the case of a 
small office with the office manager handling the 
job himself, or a separate unit operating under a 
“systems manager” in larger organizations, he 
said. But he termed it “a must for survival.” 

He said representatives of such a systems unit 
should periodically review procedures with em- 
ployees who perform the work to make certain 
there is no lost time or motions. He warned that 
“issuing fewer procedures and making certain 
they are followed produces more successful results 
than many procedures that are disregarded.” 

He recommended supplementing the issuance 
of formal procedure orders with flow charts, or- 
ganization diagrams. He said that the svstems 


(Turn to page 62) 
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Some of types of lighting arrangements displayed at newly re-opened G-E Lighting Institute. 
See cover picture also. 


For Better Office Lighting 


General Electric Lighting Institute Re-opens 


% IN THE manager’s ‘office, the registration of- 
fice, the Institute staff office and the round-table 
conference room at the newly re-opened General 
Electric Lighting Institute, Nela Park, Cleveland, 
Ohio, is lighting which represents the most ad- 
vanced practice yet to come out of Nela Park- office 
lighting laboratories. A foremost consideration 
which leads to this result is that both the lighting 
and the architectural arrangements were planned 
together. The lighting is not stuck in as an after- 
thought as once was done by builders. 

Featured in each of the offices are new light fin- 
ishes on desks. These finishes result from exten- 
sive GE studies on eye comfort. Eye strain, ner- 
vous tension, and eye discomfort are reduced by 
lessening the contrast on office desks between the 
whiteness of papers and the surrounding desk and 
work area. This factor becomes more important 
with today’s higher lighting levels. 


Executive manager L. C. Kent's office 


The manager’s office, pictured on the cover of 
this issue, is a laboratory experiment on a full 
scale to prove that it is possible to put between 
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100 and 200 footcandles of light in a small office 
with comfort. 

This is accomplished by using the new low- 
brightness 40-watt fluorescent lamp in such a way 
that there is no serious problem of direct glare, or 
of reflected glare even from shiny surfaces. Al- 
most the entire ceiling is the light source, since - 
these lamps are placed side by side. An impor- 
tant factor in attaining comfort with so much light 
is the giant “egg-crate”’ of natural oak louvers 
suspended below the ceiling of lamps. Also con- 
tributing to the comfort of persons using the room 
is the natural oak finish of the walls and the light 
finishes on furniture and room accessories. Par- 
ticularly striking is the manager’s light oak desk, 
a modern clean-styled conference desk. 


Combination 


An attractive registration desk and adjoining 
office represent good practice today in hotel, re- 
sort, bank, airline and railroad ticket offices, and 
similar commercial enterprises where the cus- 
tomer is to be greeted in a pleasant atmosphere 


(Turn to page 52) 
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Two New Desks 
Unveiled 


"The Desk of Tomorrow" 


% HAILED as the “Desk of Tomorrow,” a proto- 
type of post-war desks to come, a new contribu- 
tion to the office furniture field was unveiled by 
the Wood Office Furniture Institute at the Na- 
tional Stationers Association convention, held in 
Chicago early this month. 


The desk, with expansive flared top, has a built- 
in electric shaver, so that the executive can shave 
between interviews, thereby avoiding leaving the 
office with “five o’clock shadow,” a built-in radio, 
which will bring in the news of the day, or the 
latest score of the ball game; and a burn-proof 
top (a lighted cigarette can be placed on the sur- 
face and allowed to burn down to ash without 
damaging the top), and a built-in dictating ma- 
chine. 


The chair accompanying the desk has a foam 
rubber seat and a clever mechanism that adjusts 
the seat and back to the tilt of the body, but keeps 
the feet of the executive comfortably on the floor 
at all times. Both the desk and the chair are 
adjustable in height, so that tall and short men 
can always be at ease at their work. 


The desk has no legs, but rests on runners on 
either side, permitting the executive to swivel 
around in his chair without danger of bumping 
his toes. 


The new desk is finished in light quartered 
walnut, built with curved, teardrop pedestals of 
molded plywood by methods developed in the 
manufacture of airplanes during the war. The 
top is curved, with expansive overhang, so that 


LEFT: INSPECTING THE "DESK OF TOMORROW" 
Paul Burbank, general manager of the National Stationers Associa- 
tion, and John J. Reinecke, executive secretary of the Wood Office 
Furniture Institute, inspect the "Desk of Tomorrow” at National 
Stationers Association convention. The desk, not for sale, was built 
at a cost of $3,000 as style pace setter for the design of postwar 
wood desks. 


AT RIGHT, FROM TOP TO BOTTOM: 


Henry Dewitz, of Tell City, Ind., Institute designer, seated at desk. 
Plenty of space for accessories. 

Tuning in on the outside world. 

Convenient sliding ashtray. 

Mr. Dewitz takes a quick shave. 
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New Coronet desk in dormant state 


six persons can seat themselves comfortably 
around the desk when the executive wishes to 
call a conference. 


The chair, in matching design with the desk, 
is of executive posture type, with novel swivel 
and posture adjustment mechanism which pro- 
vides free knee-action with the feet remaining 
on the floor. The chair casters are semi-enclosed 
under hoods. Creamy white leather upholstery 
is used. 

The interior of the desk is designed to meet 
the demands of modern business. The drawers 
move with an improved “finger-tip” action, and 
special compartments and trays are provided for 
the systematic organization of work. There also 
is a locked compartment for personal papers. 

The model desk and chair were produced by a 
special committee of the Wood Office Furniture 
Institute to serve as guides and inspirational pat- 
terns for the various members of the Institute 
in designing their new post-war lines. 


The Coronet 


* “WHAT has happened to the wartime dreams 
of American industrial designers?,” asks Gunn 
Furniture Co., Grand Rapids, Mich. “At one time, 
magazines were full of their sketches of post-war 
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wonders, to be delivered to a waiting civilian pub- 
lic when victory released the marvelous new mate- 
rials and super-efficient production facilities de- 
veloped under stress of military needs.” 

For its part Gunn comes forward with an an- 
swer—a new executive desk, the Coronet, which, 
like the Wood Office Furniture Institute pilot 
model, made its debut at the Stationers’ conven- 
tion. 

Gunn executives do not commit themselves as 
to whether their engineers and designers did not 
conceive the Coronet in a spirit of dignified horse- 
play. But from the Stationers the desk “met with 
a reception such as to knock any nonsense from 
the minds of its sponsors,” says Gunn. 

The Coronet is a big desk—and every cubic foot 
is filled with gadgets—some useful and practical, 
others frankly dedicated to the proposition that 
all men work better when they enjoy their jobs. 

On the top of the desk, toward the rear, is a 
set-back super-structure which contains these fea- 
tures: concealed fluorescent lights, with direc- 
tional louvres providing shielded illumination for 
the desk top; two electric clocks, one facing the 
occupant, the other the visitor; a 6-tube super- 
heterodyne radio; a 12-station master unit for 
inter-office communication; a recessed desk set 
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Opened up for action 


equipped with twin pens; and an electric razor, 
with door mirror. 

The upper portion of the left pedestal is pro- 
vided with a pull-out telephone slide, with its auto- 
matic index for quick number reference. In cor- 
responding space at the right is an electric dic- 
tating machine. Between the two are a push-in 
cigarette lighter and a supplementary outlet 
where other electrical equipment may be plugged 
in. Remaining pedestal space is occupied by the 
usual drawers. 


Rear of Coronet desk, closed. Only electric clock visible. 
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The rear face of the desk appears to consist of 
conventional panels. Behind one of these panels, 
however, is a custom-built electric refrigerator of 
stainless steel and Lucite, with three cube trays 
and considerable added capacity. Two other pan- 
els conceal a pull-out mixing bar, lined with stain- 
less steel; beneath this is a bar rack holding a 
dozen cut crystal tumblers and a pair of hand- 
some decanters. The fourth panel conceals a fire- 
tested personal safe. 

(Turn to next page) 


Opened—bar, electric refrigerator, safe! 


as 
SE 


aie. ; i ae = ae a ie 2a le a Sears % a a: / 
td = — le a tee tee ce 
— bes | Sale — ee eee ee ee ie. . a i = Be 
, 
. : vee SM ih ti j 
ees ul 
RE sean Mer ’ eo : 
ee ew y ee * a ae 
Fiesty: eaten | 
. Tbh Spee ee = et ’ ay . Pas 7 
ake taeiee mak — : — 
2 Se < - if ES P 
ss it, a ~~ oe s+ Ee aa over 
Eee a | Vs *%, % : fy “ | ~ "Tae 
fe =m \ ; , 
es g Zz a fire , 
ae ee a : a, 
ea. ip « , eo | “ass, _ te £ ; 
Ss es %y | $i . 
ae Pee = 4 e 
ae fe 4 * 
- + ce sasgl E te ag i —— 
: P é * “ er + * 
: eee ae a - a : Sa ei j ie nee 2 } . Sh 
E ¢.. 3 1 rere a Ss — ~ 
; ~ ae ae ey % = ee j “= f 
Sibi el athe « ae eo ot. = 
coe ~, . eh ip te “Ae 4 s ° 
. “eq i > ae Brae - " > 
so , ie - ie : a 
— . toe) a : fe" eae otk 
clad ie pest cf oa. z a 
4 foes of ~ 
“= ; ee ee iis : r, ‘ 
a — 5 cer a tS pt 
rhs * ‘ee - " of 
is nr <a he 
a ae. dl 
a : “es ‘ , 
( ; Bes 2 t a, : 3 
it a fe =| 5 — 
cee eae ; — 
: . - q g < i i , ee aa : an 
= 4 | Sa ey setae ae . ae <a i 
- 2. 
j P a ee “ 4 a ‘ i oe J 
ae , pie Res ag = ge a oe : ee ot ~ " a 3 
= ie ae a . “ cet be oa . 
<j ae BY i . 4 = r Ti 3 f = "3 = 
: Be Ay, Ye ——— 
mews | a ae - ee 4 
eee ne | ; : | s ' beh - = j 
amelie re a 1 am in ea CU A 
<a oe . : = : — ft 
per oceans : 2 — ees eel Ee . 
——: 5 ‘ aes er, s 2 ee | 5 ae wy 
~ the facia — + ; e as i a = 
oo tS } roe : . ee _ i Letin ‘oa — 
ts ¥ a : fe « oe aie: - ek ¢ 
‘ : = - ) | - ie = a 
* " Rog aes WP args: wee = eters FS3 es es : ee oe 
: = > % Seo a Bo a c 
. i Steal eS eee ie paras —— yt > en 
= SSA ee ae a S eae , - ee ee ies gs i 
Ra we 4 Fam = - i aaa a mee ea = ea 
=, ; a e | ow a - re at 
a 1 a Bel ea ,e 3 
. =, me ae = hs , - ’ : pe 
ee Pe OFFICE MANAGEMENT AND EQUIPMENT 51 
. - 7 . 
ee a) ae Ls | an <a tebe akc Gomes: ee emp We Tee i? ia = ere ee i 1 ul cat oo ee 


Closeup of electric refrigerator in Coronet desk. 


The desk is of modern appearance, with clean 
lines and rounded corners. Tambour closings con- 
ceal the radio, teletalk, telephone, and dictating 
machine when not in use. Hardware is of custom- 
cast brass, satin finished. The wood employed is 
selected riff-sawed white oak, which has been 
given a light “engineered” finish said to reduce 
glare and resist cigarette burns and blemishes. 


The display model at Chicago was developed 
and built to test certain Gunn concepts of prac- 
tical equipment for its general line of post-war of- 
fice furniture. Reception of this model, however, ; 
has induced the officers to build a limited number§ 
for resale at a price said to run well into four} 
figures. ‘ 


For Better Office Lighting 


(From page 47) 


and where office work must be done with dispatch, 
accuracy, and comfort. 


The counter of light pink veneer serves as part 
of a wall and as decoration for the room which 
lies behind it, as well as a registration desk. 


It is lighted from above by fluorescent lamps in 
a recessed, glass-enclosed unit with a level of 
brightness that contributes to easy recognition of 
customers and to prompt and accurate work. 

The room has three gray walls to provide a neu- 
tral background, and one wall in yellow which 
adds color to the office environment. Lighting 
levels of 50 footcandles are obtained from two- 
lamp glazed troffers recessed into a ceiling of 
acoustic tile and arranged in rectangular patterns 
to harmonize with the architectural arrangement 
of the room. This rectangular pattern also tends 
to minimize sharp shadows. 

A feature of this office is the prototype of a 
newly-styled office desk of gray, finished with light 
Jaspe linoleum top which contributes materially 
to seeing comfort for the people who use this well- 
lighted office. This office illustrates particularly 
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well the effects which can be attained when they 
lighting and architecture are planned together. 

The Institute staff office typifies lighting that cam] 
be placed in a general commercial office. Here 60 
footcandles are provided by the new 4500-degree 
white fluorescent lamps installed in the newest 
type of two-lamp semi-direct lighting units which 
are functionally designed in modern aluminum 
and suspended from the ceiling. They illustrate 
the use of continuous rows of fluorescent lamps. 
Three walls are in gray, one of yellow-ivory. The 
light finishes on desk tops show what can be 
achieved in lessening eye fatigue by converting 
the standard desk with dark tops which are found 
in many offices today. 

The round-table conference room with its large, 
light-colored circular conference table shows how 
100 footcandles of light can be achieved with com- 
fort. The light sources are 4500-degree white 
lamps which permits high level lighting without 
“feeling” of high brightness. They are mounted 
in louvered troffers 12 inches wide which aré 
mounted side by side in nine rows to develop @ 
large luminous area as the light source. 
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RIGHT: 
AT THE OPENING CEREMONIES of the show, Frank E. 
Tupper, show manager, exchanged messages with President 
Manuel Roxas of the Philippines by means of Globe's Radio- 
type equipment shown in the photograph. Radiotype, a high- 
speed system of long range and short haul communication, is 
used effectively by many newspapers, public utilities, and 
industrial plants. It incorporates a typewriter which is elec- 
trically operated from impulses received by radio or by wire. 
) The printing mechanism in both the transmitting and receiv- 
a ing machines is an Electromatic typewriter with a standard 
4 office keyboard. 
4 The message is first typed on the transmitting typewriter 
(which the model is operating). As the machine types on the 
form or message blank, the impulse simult ly operates 
a tape perforator. Six holes are used in various combinations 
to code all the characters, punctuation, and spacing of the 
standard typewriter keyboard. The tape is then run through 
the Tape Reading-Robot, which transfers the matter to the 
transmitter; then to electronic receiver and to the receiving 
typewriter where the typewriter keys are mechanically linked 
to a unit which trips the proper key in accordance with the 
code of received characters.. The message is typed auto- 
matically on the paper in the machine. 

Shown in the photograph are Mr. Tupper, Walter S. Lem- 
mon, vice-president of Globe Wireless, Ltd., Chrysler Bldg., 
New York, who developed Radiotype, and Manuel Rustia, 
acting trade representative of the Philippines. 
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OFFICE MANAGEMENT AND EQUIPMENT 


AMONG THE NEW MACHINES 
at the BUSINESS SHOW 


Ta Boviness Comniamica? 
(OMORRON IS NOW! 


LEFT: 


~ DESIGNED TO ELIMINATE TYPEWRITER FATIGUE. Underwood 
Corp., | Park Ave., New York, introduced this streamlined electric type- 
writer. A dial is used to adjust the pressure for varying numbers of 
copies. All of the operating parts are keyboard controlled and elec- 
trically operated. It has an electric carriage return, back spacer, shift 
key, shift lock, space bar, tabulator, and keyboard. The carriage re- 
turns when you touch one of the return bars located at both sides of 
the keyboard. The tabulator stops are set and cleared on the keyboard. 
The keys are of the latest Finger Ease design. An operator can quickly 
adapt herself to using this machine. 


BELOW: 


PREPARING PAYROLLS, paying dividends, and tabulating stock- 
holders’ lists are g the busi procedures which can be simpli- 
fied with the new Adding Addressograph, developed by the Addresso- 
graph-Multigraph Corp., Cleveland, Ohio. It writes names and de- 
scriptive data on the Addressograph and simultaneousiy writes and 
adds figures of all kinds on another unit. All regular Addressograph 
features and attachments operate in conjunction with the —————- 
and adding device. The adding mechanism and the Addressograp 
can be used independently of each other. The Key Punch (left) is used 
to record figure data on the Addressograph plate. The data is re- 
corded by punching code holes on the card. On the right is the adding 
Addressograph, where the material in run off. Simultaneously with the 
printing of names and amounts, the unit at the right lists and totals 
the amounts. 
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ABOVE: 


COINCIDENT with the Business Show in Grand Central Palace, New 
York, Remington Rand, Inc., 315 Fourth Ave., New York, held a business 
show of its own in the Remington Rand Bldg. The company featured 
syst and attracted 
many business people. The top photograph is a general view of the 
show, showing parts of the exhibits devoted to adding, bookkeeping, 
calculating machines, and typewriters. The lower picture shows Miss 
Hortense Stollnitz, director of the typewriter division school department, 
and speed typing champion, demonstrating on the new KMC Reming- 


all of its postwar developments in machines and 


ton typewriter to a group of secretaries at the show. 


BELOW: 

RUB-AND-SMUDGE PROOF. The Cofax Corp., Lynbrook, 
N. Y., has perfected a process which reproduces standard 
type faces, special designs, trade marks, and labels on Cofax 
dry seal tape. The tape can be printed in a single color 
on any one of nine brilliant background colors. The printing 
is rub-and smudge proof. Cofax printed tape comes on a 
standard 3-inch core in any width from !/2-inch to 21 inches; 
a roll is 2,592 inches long. It will adhere to woods, metals, 
plastics, glass, paper, and some fabrics. 
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OFFICE MANAGEMENT AND EQUIPMENT 


BELOW: 


A PERSONAL DESK FILE belongs in the desk drawer of every 
ecutive. The file shown here is a complete filing unit. The olive 
heavy-gauge steel box holds twenty-five Suspend-O-Folders and 
assortment of easy-to-insert quides. The folders fit into all types of § 
drawers that use suspension folders. The Suspend-O-Folder fe 
permanent angular metal tabs that are easy to read because they 
tilted; permanent metal hooks fastened to folder so they cannot 
off; |-inch cloth gusset expansion. The folders are made of 25-poj 
green pressboard, which will stand all the abuse you can give 
From Advanco Products, 148 West 24th St., New York II. 


ELOW: 

A NEW SERIES of deluxe inter-communicating units has 
been announced by the David Bogen Co., Inc., 663 Broad- 
way, New York 12. Flexibility of design permits the in- 
stallation of every conceivable type of system from the 
simplest to the most complex. The LA series is for systems 
employing one master and a number of remote stations. 
Master stations may be equipped with earphone for privacy. 
The LC series comprises all master systems, providing a 


la he ate a ite Sei ea ine ee ant ae 


number of private simultaneous two-way conversations be- 
tween masters. The series provides systems in which @ 
number of masters can operate in conjunction with a number 
of remotes. Masters can intercommunicate and can selec 
tively call remotes. LA, LC, and LS master units are avail- 
able in two types with either 10 or 20 selective pushbuttons. 
Handsets are available for the LC and LS series, eliminating 
the need for press to talk. Another feature of the LC 
series is the Bogen Discrete busy signal indicator system 
which provides automatic busy signal indication without the 
need for a single additional wire. Operation is for !10 
volts AC. 
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ABOVE: 


CLEAN-CUT, hairline-register copies are produced on the 
streamlined new duplicating machine called the Copy Chief. 
Red Feather Products, Ltd., P.O. Box 311, Redwood City, 
Calif., its manufacturers, say the new machine is an innova- 
tion in duplicating equipment. All paper handling parts 
are fully rotary and precisely synchronized with each other 
to provide hairline registration of the printed copy. The 
inking system is d for instantaneous and even ink 
distribution. It has brushless control, to eliminate piling up 
of ink at one end of the drum and the 
through the stencil. The ink supply is replenished by pour- 
ing ink in the convenient ink well while the machine is in 
operation. Has sealed-in-oil working parts, automatically 
rising feed table, rotary suction feed, and quick-changeable 
drums for rapid multi-color reproduction work. 


LEFT: 


ABOVE: 


130 NEW PARTS involving many new and improved fea- 
tures are incorporated in the new streamlined Vari-Typer 
manufactured by the Ralph C. Coxhead Corp., 333 Avenue 
of the Americas, New York. This office 
produces copy for all printing and duplicating processes. It 
uses more than 600 different styles and sizes of type, includ- 
ing foreign language type, and special chemical, library, 
tariff, and mathematical types. Operated from a keyboard 
similar to that of the standard typewriter.. Automatic justi- 
fication produces copy with an even right-hand margin, con- 
trolled by a dial near the center of the operator's vision. 
The type and the spacing of characters to the inch may be 
changed instantly. Another feature of the new Vari-Typer is 
the vertical carbon ribbon attachment, which feeds a new 
section of carbon for each impression, giving clear, sharp 
copy which can be used for photo-offset reproduction or 
direct-to-plate duplication. The new model also features a 
paper table for making erasures and a stencil light, with a 
switch on the keyboard. 


FOR OFFICE COMFORT—Rex Cole's air circulator. 


Shaped like a hassock, this unit may be used as a utility 
table in addition to serving its regular function. Its makers 
claim it Is more efficient than the conventional, direct-blast 
fan. It is not an air-conditioner but it takes the cool air 
from the floor and circulates it gently. It creates no drafts 
and will not disturb papers on desks. OPA ceiling price, 
$45.95. Made by Rex Cole, Inc., 21-01 5ist Ave., L. I. 
City, N. Y. 


RIGHT: 


FOR THE WELL GROOMED DESK. The Mayco roll 
It holds 250 feet of 
3 7/16-inch adding machine roll paper. The top opens for 
holding memos and clips. The paper feeds upward for 
continuous writing. Knob turns the paper easily. The rubber 
feet prevent sliding and scratching. Made of heavy metal. 
Finished in olive-green or walnut-brown crackle enamel. Each 
memo pad comes individually packed. List price, $2. From 


memo pad is always ready for use. 


the Mayer Mfg. Corp., 3130 West 5ist St., Chicago 32. 
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RIGHT: 


FOR IMMEDIATE DELIVERY. The Wells Office 
Furniture Co., 725 South La Salle St., Chicago 5, is 
offering a line of metal Posture-Rite chairs. They have 
four easy adjustments to fit the chair to individual 
needs: adjustable seat height, 17!/2 to 21 inches; 
adjustable back rest; frame; and spring tension. The 
seat is 16 by 13'/2 inches, with a 3-inch deep box 
type cushion. The back frame and base of the model 
shown are painted green and brown. The upholstery 
is simulated leather in Spanish brown or green. The 
chairs are packed two to a carton. List price on the 
model shown is $41.40. For information on the com- 
plete line write the company. 


THE SCENE shown here is typical of the sales training schools 
held by Commercial Controls Corp., Rochester, New York. This 
school was attended by twenty men from every section of the 
United States, and two men from Canada. Howard F. Hayden, 
sales training director, follows the conference type of teaching and = 
covers intensive basic training on marketing techniques for products ; 
of all divisions of the company. Heads of the various divisions give 
specialized instruction pertaining to the construction, purposes, 
operation, and markets for all machines and. syst the 


LEFT: ¢ 
700 A MINUTE. Pitney-Bowes, Inc., Stamford, Conn., um 
veiled this electric letter-opening machine called the Mak 
Opener at the National Business Show. The machine aute 
matically slits open envelopes at speeds up to 700 a minute, 
depending on the type of mail and the operator's handli 
It cuts open envelopes of varying sizes and thicknesses witk 
out slicing or damaging contents. A handy dial controls pre: 
cision trimming of envelope edges. Machine automatic 
separates mail and speeds it along an angled feed track 
the rotary cutting knives and then to the stacking hopper, 
The exterior was ~esigned by Vahan Hagopian. 


produces. 
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CONTROLLERS ELECT NATIONAL OFFICERS 
e JOHN H. MACDONALD, vice-president of 
the National Broadcasting Co., New York, 
was elected president of the Controllers In- 
stitute of America at the Institute’s fifteenth 
annual meeting September 15th-18th in the 
Hotel Commodore, New York. Mr. MacDon- 
ald succeeds Edwin E. McConnell, controller 
of the Norton Co., Worcester, Mass. More 


_ than 800 attended the meeting. 


J. H. MAC DONALD 


Four new vice-presidents were named to 
office—Herbert P. Buetow, assistant secre- 
tary and controller of the Minnesota Mining 
& Manufacturing Co., St. Paul; Fred F. Hoyt, 
vice-president and treasurer of the Carrier 
Corp., Syracuse, N. Y.; Homer E. Ludwick, 
controller of the Firestone Tire & Rubber 
Co., Los Angeles, and Thomas J. Tobin, con- 
troller of the Erie Railroad Co., Cleveland. 
Christian E. Jarchow, vice-president and 
controller of the International Harvester Co., 
Chicago, was re-elected a vice-president. 

O. W. Brewer, secretary of the American 
Gas Association, and L. W. Jaeger, controller 
of Clark-Babbitt Industries, Inc., both of 
New York, were re-elected treasurer and as- 
sistant treasurer, respectively. Arthur R. 
Tucker, founder of the Institute, was re- 
named managing director. 

In addition to Mr. MacDonald, six new di- 
rectors were chosen by the controllers: Wil- 
liam Herbert Carr, Comptroller of the Cali- 
fornia Packing Corp., San Francisco; Walter 
H. Dupka, controller and assistant secretary 
of the Jones & Laughlin Steel Corp., Pitts- 
burgh; H. F. Harrington, vice-president of 
the Boatmen’s National Bank of St. Louis; 
Charles F. Pendlebury, secretary and assist- 
ant treasurer of Veedor-Root, Inc., Hartford, 
Conn. ; George R. Rankin, controller and as- 
sistant treasurer of the Artloom Corp., Phil- 
adelphia, and O. H. Ritenour, controller of 
the Washington Gas Light Co., Washington. 
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Reports’ to Top 
Management 


“4 The Controller's 
Viewpoint 


By Ralph V. Hunt 


Vice-president and controller, Douglas Aircraft Co., Inc., 
Santa Monica, Calif. 


Excerpts from one of the addresses presented at 
the annual meeting of the Controllers Institute of 
America in the Commodore Hotel, New York. i 


* THE reporting of information to others is the 
regular work of the controller, and rather than 
await such requests, the controller should antici- 
pate and provide reports that exceed in timeliness, 
scope, and perspective the expectations of those 
using the reports. Reports may often be of most 
value to management in the form of spot sum- 
maries of key data, made available at the moment 
without waiting for the last supporting detail. 
By the time the complete reports are available, the 
report may have lost most of its value except for 
historical purposes. Such spot reporting should 
be encouraged by the controller on the part of 
every member of his staff and his supervisory per- 


.sonnel; this practice may prevent many points 


from becoming trouble spots, as well as develop 
significant facts for passing on to top manage- 
ment. 

Not only must the controller make his reports 
readily available in the form of reports, but the 
reports must be more than mere tabulations or 
schedules. In many cases there is an inclination 
to pass on to others in management detailed 
schedules or accounting records which may or 
may not be understandable to persons other than 
those who prepared them, and with little attempt 
to summarize, comparé, interpret or otherwise 
make them more digestible. 

I would like here to plead for simplicity in all 
reports and their presentations. If there is any 
one outstanding characteristic that I have seen in 
important men, it is that their thinking is simple. 
Each complex problem is broken down in bits, and 
they think each bit separately. The controller 
must prepare reports in a step-by-step manner 
that really leads somewhere, and not finish up in 
a morass of confusion. 

The controller needs to know the heart of his 
business if he is to operate constructively. He 
cannot know all of its affairs. He cannot know all 
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"Young in ideas. if not in years" 


the problems of his people, but somewhere under- 
neath there is a pulse and it is beating, and he can 


tind it only if he will hunt for it. Possibly there 
is a man in the machine shop who has a problem 
with the fairness of his pay. The workman may 
think of the controller as a machine-like person 
sitting in some remote office who has a hand in di- 
recting fair solutions of his problem. We must 
not be too machine-like. In another direction is a 
customer who fails to buy because of pricing dis- 
tortions or mechanical credit requir¢ments. Per- 
haps the controller can bridge the gap by bring- 
ing computed production costs, sales price, and 
financial terms together. Somewhere else in the 
organization there may be an accumulated ineff- 
ciency that the controller can bring to light and 
help reduce. An engineer may be developing 
plans that flow counter to economy; perhaps the 
controller can grasp his thinking and assist him. 


Ideal type 

To me the title “controller” has come to mean 
a man who is young. in ideas, if not in years, and 
who believes that his assignment is not only to 
historically record and report the results of trans- 
actions, but to join in the important operations 
of the business, assisting in planning and co-ordin- 
ating of larger element in the business, and co- 
operating in placing into effect operating controls 
that will increase production and reduce unit cost. 


BRINGING OUTDOORS IN 
Private office of Earl Wyatt, president of the Wyatt Grocery Co., a Dallas-owned 
chain. Mr. Wyatt is an outdoor enthusiasts and believes in making his office have 
the outdoor motif. The fireplace can handle a blaze of campfire proportions. The 
wagon wheel is genuine, and so are the cowbell lanterns, all coming from a 
cattle ranch nearby. 
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Guarding Personnel Health 
at Central Hanover Bank 


By Grace Buckley 


*% A PROGRESSIVE medical department that 
conducts physical examinations of all employees 
and provides treatment for major as well as minor 
ailments is one of the outstanding services that 
the Central Hanover Bank & Trust Co. of New 
York has organized for its personnel. The daily 
services of a skilled physician and two graduate 
nurses have proved their effectiveness over a pe- 
riod of many years in checking the development 
of physical disorders and in maintaining good hy- 
giene and health. 

This department is directed by Dr. Jerome 
Selinger, well-known New York surgeon, member 
of the staff of the New York Post Graduate Med- 
ical School and Hospital since 1913, and also as- 
sociated with Doctors’ and Flower Fifth Avenue 
Hospitals. 

Dr. Selinger is in the bank’s medical depart- 
ment daily from 9:15 to 11:15 to conduct physical 
examinations and keep appointments with em- 
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ployees seeking his assistance. Any member of 
the personnel may consult him during these hours. 
Throughout the day, the two graduate nurses, 
Miss Sonner and Mrs. Cullinane, who assist the 
director are in the medical department to give pre- 
scribed treatments and advise employees, and to 
arrange for prompt handling of emergency cases 
should they arise during these hours. 
A comfortable sick bay, equipped with cots for 
resting, is included in the medical department. 
One of the constructive services that the depart- 
ment performs is the administration of cold se- 
rum to all employees wishing this preventive 
measure. Once a year slips querying employees 
are distributed to check the number desiring this 
serum. This, like all other treatments provided 
by the department, is given without charge. 
When employees require X-ray, eye, or dental 
examinations or surgical treatment, the medical 
(Turn to page 70) 
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Reception room, Griswold-Eshleman Co. 


Griswold-Eshleman’s New Quarters 
Feature Work-Flow Space Design 


%* A WORK-FLOW design for the most efficient Just back of the reception room is the traffic 
use of office space has been worked out by the control department, which routes all work and 
Griswold-Eshleman Co., advertising agency in keeps a close check on all advertising insertions 
Cleveland, Ohio, in conjunction with its expan- for fifty-five clients. To the right, are the mailing 
sion to new quarters. and filing rooms convenient to the craftsmen’s 
a The growth of the company, founded in 1912. and suppliers’ entrance. The direct mail depart 
o made necessary the move from offices scattered ment and the mechanical production department 
‘ over the 29th, 27th and 25th floors of the Termi- are also in this area to keep traffic of outside per- 
. nal Tower. About fifty of its personnel of sev- sonnel to a minimum. 
enty-five are now on the 14th floor occupying The creative department uses most of the office 
12,000 square feet of space. The media depart- space. Each account executive has a separate 
ment and public relations personnel remain on room along the outward wall in close proximity t0 
the 11th floor with the library and billing depart- the secretarial staff in the central section. A new 
ments, using 3,000 square feet of floor space. floor covering of B. F. Goodrich Koroseal, mant- 
The reception room and conference rooms have ~~ factured by Sloane-Blabon, New York, has beet 
been decorated in Williamsburg style. Comfort- put down in this area. It is the first installation 
ably sturdy furniture of green and red leather of this material and is impervious to scuffs, watef, 
blend with burgundy carpet and subdued wall heat, or acids. 
tones. The executive offices are decorated in the Wil 
To the left of the reception room are the art liamsburg motif in keeping with the other spaces. 
and layout sections, placed together on the north Extensive modifications were made to obtain 3% 


exposure to utilize the most stable light. much quiet and privacy as possible, while keeping 
60 OFFICE MANAGEMENT AND EQUIPMENT October, 194 
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Chief executive's office, Griswold-Eshleman Co. 


the highly desirable departmental unity in mind company. Telephoning, irksome elevator trips, 
mA 9 Each area has its own stock and supply and other annoyances have been greatly reduced. 
closet. ‘ . ; 
4 : , the com- 
The arrangement has proved unusually satis- Ae Saeter re pacman runes = ma 
factory, not only to the agency personnel but also pany hopes to continue to utilize its work-flow de- 
to salesmen, craftsmen, and other guests of the sign. 


Griswold-Eshleman secretarial department, with doors opening into individual offices and 
the secretarial desks in the center. Part of the unique Koroseal floor covering is shown. 
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AMA Office Management Conference 


(From page 46) 


unit should continually review organizations and 
methods and coordinate over-all company activity. 


Reducing paper work 
% ON forms, Barrett £. Klopfer, general office 


manager, Standard Register Co., Dayton, Ohio, 
told the office executives that cost, production, and 
the usage is usually approached from the stand- 
point of standardizing sizes, weights, colors, and 
group printing orders, but that much more can 
be gained by questioning the design of the form 
and the reason for its use in the first place. 

“Management is getting away from the query 
‘How much does this form cost?” Mr. Klopfer 
said. “It is learning that an improperly designed 
form for which the printer was paid a cent may 
require as much as a dollar’s worth of employee 
labor to fill it in, whereas a scientifically drafted 
form produced at a cost of 6 cents may require 
only 50 cents worth of employee time.” 


Space control 
% DISCUSSING space control, Kenneth H. Rip- 


nen, of Kenneth H. Ripnen Co., Inc., told the con- 
ference that office desks should be spaced 6 feet 
apart and that when two desks are placed end 
to end 4 feet should be allowed between them for 
aisles and 7 feet between groups of two. 

He said aisles in central files should be a little 
better than 2 feet apart for storage and transfer 
files and 8 feet for active files, allowing for pass- 
ing of two people even while a drawer is pulled 
out on either side of the aisle. 

Speaking on the proper administration of 
space in offices, Mr. Ripnen said that if no import- 
ant factor is overlooked, “any five of us would 
come up with the same office layout, whether it 
was the main executive office of a corporation, a 
plant office, or a sales office,” but if any of the 
functions or activities of an office were in any 
way overlooked the layout could seriously impede 
office operations. 

The office executive must keep himself up-to- 
date on all information or organization, proced- 
ures, and personnel so that he can anticipate 
changes in office layout and exercise space con- 
trol that will materially increase efficiency and re- 
duce costs, Mr. Ripnen said. 

He predicted that present office layouts will 
give way to standardized and more flexible inte- 
grated office plans which can grow with the or- 
ganization. 

Broad experience needed 
% AT a luncheon session, J. George Frederick, 
president, Business Bourse, New York, told the 
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conference that office managers require a greater 
range of knowledge and personal qualities than 
almost any other executive and they should be 
selected on that basis instead of familiarity with 
routine detail. 

Mr. Frederick said an office manager must 
know psychology, science, mechanics, organiza- 
tion, sociology, economics, finance, account- 
ing, and other fields because he “meets them face 
to face” every day while other executives gener- 
ally only sit in top conference discussions of the 
subjects. 

He offered “Ten Commandments of Executive 
Competence” and the advice that an executive 
must not deprecate or neglect those divisions of 
knowledge or qualities he does not possess but 
counterbalance his own deficiencies by outside 
counsel or carefully selected assistants. 

One of the common mistakes of the office execu- 
tive, he said, is preoccupation with the technical 
phase of his work to the extent that he does not 
do a real leadership job. He reminded his audience 
the executive is the “planner of tomorrow and 
subordinates and supervisors are the executors 
of today.” 


Sharing company information 


%& MANAGEMENT’S responsibility to rebuild an 
understanding between itself and the worker, the 
advantages of combining in-the-office training 
with schoolwork in the community, and the use 
of motion pictures for the training of office work-. 
ers all came in for discussion at the conference. 

“Unless some overt action is taken, our eco- 
nomic life is in danger,” the conference was told 
by Miss Dorothy Proesch, training coordinator, 
Aldens, Inc., Chicago. “Any dynamic manage- 
ment is almost forced to dedicate itself without 
regard for effort or cost to creating a feeling of 
company-wide cooperation and destroying sus- 
picion and antagonism between groups.” 

Miss Proesch said most companies freely broad- 
cast the facts and figures of business to govern- 
ment, research agencies, stockholders, and the 
press, and should not be reluctant to share this 
information with employees as a means of com- 
bating “hate crusades” designed to make manage- 
ment appear as an enemy. 

She advocated that programs to keep employees 
informed of company policies and _ activities 
should begin with a survey of employee opinion 
to determine what employees know and do not 
know and what they misunderstand. Information 
to fill the gaps of the employees’ knowledge about 
their own company can then be supplied in hand- 

(Turn to page 72) 
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National Business Show and Forums 
(From page 40) 


conditions. Raise all to the nth degree by a train- 
ing program geared to present-day requirements 
and then multiply by the added incentive of pros- 
pects of promotion and you will get quality work 
in the acceptable quantity.” 

Miss Trusselle Harvey, president of Transcrip- 
tion Supervisors’ Association, who is supervisor 
of the Trancribing Bureau of General Electric 
Company’s New York office, had as her topic “The 
Central Transcribing Department, a Bulwark 
against Rising Costs.” She declared that central- 
ized transcription is the answer to the big prob- 
lem facing business today—as tremendous public 
demand for goods and services on the one hand, 
and, on the other, an acute shortage of personnel 
and materials. It provides, Miss Harvey ex- 
plained, many possibilities for absorbing a large 
additional volume of work without increasing 
personnel. This is made possible through special- 
ization of work; elimination of interruptions and 


yt ator he hel a oe Cat 
° - FP es ia ee 


Part of lobby, offices 


distractions such as telephones and buzzers, all 
resulting in an accelerated work tempo; and 
measurement of work as the basis for sound cost 
control records, which also provides a basis for 
the super-incentive, the bonus. Also, Miss Har- 
vey added, organizations with central transcrip- 
tion departments can hire unskilled stenographers 
at beginner rates and, because of concentrated 
training obtainable in a central department under 
a skillful supervisor, can turn out a stenographer 
in six months to a year, with professional com- 
petence equivalent to two to five years’ experience 
—and at a beginner salary. 

_Miss Harvey underscored Miss Gorman’s previ- 
ous statement that the supervisor of today is no 
longer a “head stenographer” but an executive 
qualified by her experience during the last few 
difficult years to make an important contribution 
in the field of business efficiency. 

(Turn to next page) 
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Main executive offices of 
W. A. Sheaffer Pen Co. 
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Wednesday, those attending the Forums heard a 
program featuring N. Madison Cartmell, manage- 
ment consultant, who had the topic “Improving 
Office Effectiveness Through Standards and In- 
centives,” and George Nohe, of O. F. Taylor and 
Co., who had as the title of his address, “New Dis- 
tribution Methods and Their Effect on Costs.” 

Arthur Gunnarson, assistant secretary, Na- 


tional Association of Cost Accountants, was chair- 
man. 


In the afternoon, Gerald J. Doyle, industrial re- 
lations editor, Research Institute of America, dis- 
cussed “Labor Trends and Their Effect on Busi- 
ness Profits”; Dr. Charles Reitell of Stevenson, 
Jordan, & Harrison, Inc., had the topic “Planning 
for Profit Control,” and V. R. Bechtel, budget di- 
rector, American Cyanamid Co., spoke on “Fore- 
casting and Budgeting.” The chairman was 
Frank Klein, vice-president and director of budg- 
ets, Worthington Pump & Machinery Corp. 


Wednesday night a session was held featuring 
J.S. Seidman, partner, Seidman & Seidman, certi- 
fied public accountants. Mr. Seidman, the title of 
whose talk was “The Prospects for Business Con- 
ditions in the Next Few Years,” was introduced 
by Robert Hertzler, controller, Forstmann Woolen 
Co., who was chairman for the evening. 


Main desires 


Fair pay, an opportunity to advance in the com- 
pany, job security, recognition as an individual, 
good and effective leadership are the main desires 
of an employee; satisfy them, and you will build 
up office morale to the point where your employees 
will want to stay with you. This was one of the 
. points brought out in a talk given by Ernest de la 
Ossa, personnel director, National Broadcasting 
Co., New York, chairman of the Thursday morn- 
ing session, devoted to “Hold On To Your Office 
Employees.” 

Hit or miss methods of employment, repre- 
sented by faulty application blanks and unorgan- 
ized interviews can be harmful to the company at 
the outset, because it will result in the acquisition 
of help unfitted to benefit by any training pro- 


gram that a company might be using, Mr. de la 
Ossa said. 


“Not all personnel problems can be solved by 
the use of better selection procedures, but there is 
a substantial contribution that can be made by 
what is called scientific selection procedures,” said 
Dr. M. W. Richardson, of Richardson, Bellows, 
Henry & Co., discussing “Inproving Selection and 
Induction Procedures.” 

Mr. Richardson described scientific procedures 
as being those that have been checked on by or- 
dinary scientific methods in the situation and un- 
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der the conditions in which they are to be used, 
and such checkups should be conducted before ap- 
plication and after. 

“It is particularly unwise at this time to buy 
tests indiscriminately recommended by firms with- 
out trial,” he said. 

Sterling W. Mudge, supervisor of training, So- 
cony Vacuum Oil Co., pointed out in his talk “Cre. 
ating Employee Interest in Training” that it is 
the people in business rather than the equipment 
they operate who produce results. Therefore it is 
important that the interest of employees in the 
“why” as much as in the “how” of their various 
jobs should be stimulated. 

In the afternoon, Guy Panero, head of his firm 
of consulting engineers, covered the subject of the 
value of air conditioning in the office. He de- 
scribed the various types of air conditioning sys- 
tems, and urged the retaining of a competent engi- 
neering firm to learn which system is best suited. 

“Effective Color Combinations for Offices” was 
the subject of a talk given by C. E. Seghers, Jr., 
director of paint sales, Pittsburgh Plate Glass Co. 

Mr. Seghers stated that colors have the func- 
tional values of building morale and increasing 
production. The cost of cheerful, effective colors 
of paint are no more than those of neutral colors, 
and the proper selection of colors can contribute 
to reduced light bills. 


T. O. Jorgensen, assistant manager, Lighting 
Division, Consolidated Edison Co., New York, de- 
scribed the importance of proper lighting in of- 
fices. 

Office music 


“Why Music Is Being Provided for Office Work- 
ers” was the title of a talk given by E. L. Helm, 
Shell Oil Co. 

Mr. Helm said that the amount of money saved 
by the introduction of music into an office is hard 
to identify, but that it is justified on the basis of 
personnel relations rather than on profits. 

In describing the various methods of bringing 
music to office workers, Mr. Helm pointed out that 
its proper application is for background, not en- 
tertainment. He also gave statistics proving that 
the majority of office workers and management 
exposed to office music are happy about it. 

Ralph J. Crosby, of Marsh & McLennan, 
pointed out the great harm done to offices by ac 
cidents. They may not be so bad from the stand- 
point of serious injury to personnel, he said, but 
they upset people emotionally, and retard operat- 
ing efficiency. 

About 88% of all accidents are caused by per- 
sons who have either been improperly instructed 
or fail to understand or heed instructions. Acci- 
dents are also caused by unsafe conditions. Teach 
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Ringel 


PROTECT YOUR PERMANENT RECORDS 
AGAINST THE RAVAGES OF TIME! WITH 


* SUCCESSOR TO 


Your rec- 
ords are truly per- 

manent when written with 
permanent Skrip, for neither scald- 
ing water, broiling sun or intense heat 


deface the legibility of permanent Skrip. Easy 


on pens too, keeping them clean by not allowing ; SHEAFFERS 
* © ‘an 
them to get dirty. Acid and sediment-free , 
TOP-WELL ts ) OE” 
BOTTLE Skrip keeps pens writing better, 2 32° 
Only Sheaffer's per- 
you in the bore smoother and longer. Skrip, és FLOW. 
wi e Top-Well, ONTROL 
the 
+ A. — the perfect answer to Sheaffer's exclusive patent- 
pd — - < mae the Flow-Con- 
every drop of fluid. every office writ- spatter ro oy 
— ay a —— 
ing fluid need. individual Sheaffer. ~- 


Well Skrip bottles. 


SHEAFFER'S 


W. A. Sheaffer Pen Co., Fort Madison, lowa 
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there are plenty of office 


jobs for DYUPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 


factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter- 
head. And Duplistickers are a real economy .. . 
offering three-and-a-half times more stickers 


than roll labels! 


FOR LETTER FILE INDEXING. Duplistickers are widely used 


for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and — 
Duplistickers cost considerably less per & 
thousand labels than other types of . aR 


gummed labels. 


SPEED DUPLICATE MAILINGS. 


With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
typewriter. Ideal for address- 
ing envelopes, circulars, 
samples, catalogues, etc. 


~ MANY OTHER USES for Du- 
plistickers in offices, factories, 
schools. Particularly conveni- 
ent - sy eee for —. 
ing heavy duplicate recor 
cards of all kinds. 


‘FIVE COLORS. Available in 
white, blue, pink, green, 
canary. Twenty-five perfor- 
ated gummed sheets in each 
Duplisticker package, with 
thirty-three 21/4,” x 1” stick- 
ers to a sheet—825 stickers 


in all. Retails at 50c. 
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the proper use and handling of equipment, he 
urged, and correct unsafe conditions before the 
unpleasantness occurs. 

G. W. Oliver, Jr., office manager of Crucible 
Steel Co. of America, started off the evening 
session, which was devoted to filing activities and 
sponsored by the Filing Association of New York. 
Mr. Oliver in his talk, “Managing Your Business 
Memory,” likened the file department of a busi- 
ness to that business’s memory. “Memory is the 
faculty by which knowledge is retained or re 
called,” he quoted. “Isn’t that just what we’re 
striving for in good file operation in business?” 

Mr. Oliver pointed out that whether we like it 
or not, our company’s files are no longer our own 
concern alone; that the various governments un- 
der which a business is operated (federal, state, 
municipal) have assumed an interest in our files. 


File room design 


The many diversified activities to which a file 
department actively contributes every day rule 
that it should be located in the office production 
picture, and not isolated, said Kenneth H. Ripnen, 
well-known architect and authority on office lay- 
out, in “Design for File Room Living.” For this 
reason, it should get the consideration of top man- 
agement in its organization, personnel, space, 
equipment, and methods of control, similar to that 
given the other departments of the office with 
which it works. 

Mr. Ripnen gave examples to prove this con- 
tention, and also quoted planning standards and 
specifications for a properly laid out file depart- 
ment. 

Yardstick 


Mrs. Dorothy B. Northwood, Standard Oil Co. 
of New Jersey, with “Yardstick for Skillful Op- 
eration” as the topic of her talk, concentrated on 
the problem presented to management by girls of 
limited file training who have “fallen” into file 
department work. These people didn’t choose 
their work, she said, and after six months they 
don’t like it. 

The indifference of this category of help can be 
laid to the business schools, however progressive, 
which do not place sufficient emphasis on filing 
work. 

Management is to blame, too, Mrs. Northwood 
said, because of the salary evaluation placed on 
this type of work. She gave evidence to show that 
junior stenographers invariably rate a higher sal- 
ary than does a junior file clerk. 

On Friday morning the session, with A. L. 
Wright, Wright Management Engineers, as chair- 
man, heard Thomas W. Spicer, cost accounting 
development supervisor of Western Electric Co., 
and C. D. Marshall, controller of Eagle Pencil 
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WOW lt CLAD THE BOSS 
WAITED FOR THEM... 


FAMOUS: IG LOBE- WERNICKE 


STEEL FILES ana DESKS 


THOUSANDS of discriminating buyers who built-in service, lasting dependability. Place your order 
wisely said, ‘‘We’ll wait for Globe-Wernicke”’ now with your Globe-Wernicke dealer. It will be filled 
are now being rewarded. There aren’t enough as promptly as conditions permit. 


yet to satisfy the demand, but the files, desks, G/W SAFEGUARD FILING 

and other office equipment of outstanding OUTFITS 

quality for which this company has long been Guides, Seldere, everything necdel to install « 

famous, are becoming -increasingly available trouble-free SAFEGUARD SYSTEM in any 
. . 1- to 4-drawer letter size file. Ready packaged, 

= day. Every user of Globe Wernicke easy to buy, a joy to use. Simple instruction 

equipment knows the excellence of materials 


sheet included. Get yours today—from your 
and workmanship that give these products Globe-Wernicke dealer. Consult him without 


obligation on larger installations. 


MAIL THIS COUPON NOW! 


The Globe-Wernicke Co. 

“Headquarters for Modern Office Engineering” 

Dept. GO 46, Norwood, Cincinnati 12, Ohio 

Please send me the famous “‘Find-i-tis’”” Book showing the easy way to accurate filing. 
Nb cktcncchdeti ccsicacsttcnceslcsts lees dtestaeeceaemaksaadeaeael oasicmchaseceacided tcacamamsatisbiok ; 

Address. EIN Ses RE aA, Fe kG A em a 


ES ONE 


WE 


“FIND -I-TIS*”” BOOK 


Amusing, authoritative, it 
makes filing fun. Ask your 
G/W dealer or mail coupon. 


E 
0" 


- *Inability to find 
what you have filed. 
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*Sid Silvers, who plays the part of “PEN- 
CIL” in Benedict Bogeaus— United Artists’ 
production “MR. ACE,” starring George 
Raft and oe ia Sydney. 
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ae famous pencil with 
the locked-in-plastic tip 


DIXON 


¢ 


Joseph Dixon Crucible Co. Dept. 87-310, Jersey City 3, N. J. 


Co., speak on “Types and Uses of Cost Account. 
ing Systems.” 

Marshall Granger, a partner of Alexander 
Grant & Co., certified public accountants, was 
chairman of the afternoon session. Allan Ottman, 
controller of the American Hard Rubber (Co, 
opened the session with an address entitled “De. 
velopment and Uses of Labor Standards.” “De. 
velopment and Uses of Material Standards” w 
the subject of the next talk, given by Sidney 
Knight, of McKinsey & Co. 

Gould L. Harris, professor of Accounting, New 
York University, closed the session with an ad- 
dress on “Development and Uses of Overhead 
Standards.” 

In the evening, Charles Eggeman, of the Long 
Lines Department, American Telephone & Tele 
graph Co., acted as chairman. He introduced 
Theodore Lang, professor of Accounting, New 
York University, whose talk was entitled “Analy. 
sis of Variances.” 

The show was as usual under the direction of 
the National Business Show Co., Inc.—Frank E. 
Tupper, Edwin O. Tupper, William A. Tupper. 


The committees 

The Forums were under the direction of a 
group of committees which worked long and hard 
in the preparation of a week-long program of out- 
standingly helpful character. These committees 
were: 

General Committee, A. J. McCrickard, chair- 
man, Dictaphone Corp., New York, Miss Edith 
Harper, secretary, Scott Foresman & Co., New 
York, Carl Lindquist, Western Electric Co., New 
York, H. P. Riley, Thomas A. Edison, Inc., New 
York, M. R. Odermatt, Mundet Cork Co., Brook- 
lyn, D. E. Griesemer, The Babcock & Wilcox Co, 
New York, A. J. Amberg, A. J. Amberg Business 
Equipment Corp., New York, and J. P. Davidson, 
E. I. duPont de Nemours, Newark, N. J. 

Program Committee Chairmen, Gordon Metz 
ger, Prudential Insurance Co. of America, New- 
ark, N. J., National Office Management Associa- 
tion, George Bricault, National Association of 
Cost Accountants, Miss Elsa Crosa, Liggett 
Drug Co., New York, Transcription Supervisors’ 
Association of New York, Miss Esther E. Jencks, 
Air Reduction Sales Co., New York, Filing Asso 
ciation of New York. 

Ticket Committee Chairman, A. H. Acken, Con- 
solidated Edison Co., of New York, National Of- 
fice Management Association. 

Reception Committee Chairmen, Walter P. 
Welch, Combustion Engineering Co., Inc., New 
York, National Office Management Association, 
Austin Rohrman, M. W. Kellogg Co., New York 
National Association of Cost Accountants, Mis 
Marie Jordan, Flintkote Co., East Rutherford, 
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“ ‘This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


PERSONAL 


FILE 


your like the advantages of having this 
concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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POST 
CHA/IRS 


pot” 


“Built to Order’ 


When workers sit erect and com- 


fortable, efficiency is increased 


through reduced fatigue—breath- 


ing is deeper, digestion is stimu- 


lated for clearer thinking and 


good health. 


Three simple adjustments plus 


Sturgis Posture Design give the 


most in correct sitting comfort. 


STURGIS STEEL POSTURE CHAIRS 


DESIGNED AND BUILT BY —_—— ae 


Bein SG 


o 
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N. J., Transcription Supervisors’ Association of 
New York, Miss Elizabeth Kendrick, Association 
of Casualty & Surety Executives, New York, Fil. 
ing Association of New York. 


Consolidation of mailing lists, Miss Marion 
Dean, Marsh & McLennan, New York, National 
Office Management Association. 


Guarding Personnel Health 
(From Page 59) 
department arranges appointments, if they desire, 
with outside specialists whose services are made 
available to the bank at special rates, below regu. 
lar fees. 

This arrangement, assuring employees skilled 
surgical or other specialized service at fees within 
budgets, furthers confidence and morale when an 
operation may be needed. 

One of the department’s valuable preventive 
functions is an annual physical check up of the 
older men in the organization. 

Complete records of the department’s activities 
are maintained by the nurses, who also prepare 
reports covering employee absences and their 
causes. For this purpose a card kept on file for 
each employee notes medical attention given by 
the physician and nurses with dates and reasons 
for absences. During 1945 records showed that 
employees lost through illness 19,488 working 
days—7,362 by men and 12,126 by women. With 
a personnel of 1,257 women and 1,246 men at that 
time, male employees lost an average of almost six 
days through illness and women nine days. 

Central Hanover also provides the Hospital and 
Doctors Plan for those who belong to the Asso- 
ciated Hospital Plan. The total financial result is 
that the bank pays almost exactly half of the total 
expense of the two plans. 


Methods Development Department 

E. C. Peet, vice-president and treasurer of the Shel 
Oil Co., has announced the formation of a new methods de- 
velopment department in the company’s main office in New 
York. F. J. Morrison will have charge of the new depart- 
ment. Until his appointment he was in charge of marketing 
accounting. 

The department will study office procedures and equip- 
ment in order to improve present methods and develop new 
ones. It will keep informed of the latest developments in 
office equipment, determine the most suitable equipment for 
office functions, and assist in installing new procedures. 


New Illustrated Catalogue 

The Victor Safe & Equipment Co., Inc., North Tona- 
wanda, N. Y., has issued an illustrated catalogue listing the 
company’s steel sectional visible record equipment, book 
visible record equipment, Recordex visible folders, tube and 
card panel visible equipment, tube reference equipment, and 
signals. Illustrations, descriptions, and prices are given. The 
various uses to which the equipment may be put are out 
lined in a clear and interesting fashion. This new catalogut 
may be inserted in looseleaf books. 
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. because you can choose THE RIGHT POINT 
FOR THE WAY YOU WRITE 


vx Your choice of precision-made, corrosion-proof Esterbrook 
points for every writing job. 

x Writes 300 words and more without dipping. 

vx Can’t leak—won’t flood. 

yx Fill it once—write for months. Visible ink fountain well. 

yx Inexpensive to buy—economical to maintain. 
BUSINESS USERS—Ask your stationer for a demonstration of 
Dip-Less Writing Sets for your Accounting Department, 
clerical use—for every business writing job . . 
your stationer cannot supply you. The Esterbrook Pen Com- 


pany, Camden, New Jersey or The Brown Brothers, Lid., 
Toronto, Canada. 


AMERICA’S FIRST PEN MAKER 
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. or write us if 


_ IT'S EVERYBODY'S BUSINESS / PEN! 
é : 
a Dip-Less Writing Sets by Esterbrook sell for $2.50 up. Special discounts to quantity buyers. : 
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DANGER SIGNALS AHEAD? TELL HIM ABOUT 


Goo signals and 


maptacks never forget; 
they make existing 
systems more efficient; 
speed operations. 


Right now and for the 
days ahead, it is very 
important that man- 
agement keep its house 
in order...its busi- 
ness under control. 


Use Graffco signals 


and maptacks to vital- 
ize your records and 
charts. Ask your office 


supply dealer. 


GEORGE B. GRAFF 
COMPANY 


54 Washburn Avenue 
Cambridge 40, Mass. 


72 OFFICE MANAGEMENT AND EQUIPMENT 


AMA Conference 


(From page 62) 


books, house organs, bulletin boards, group meet- 
ings, grievance sessions, direct mail, training 
programs, and similar methods. 


In-service and school training 


% EXECUTIVES were urged by Henry G. Hut- 
ton, personnel representative, General Electric 
Co., New York, to explore the possibility of linking 
training in secondary schools with the needs of 
their businesses as a possible solution to the prob- 
lem of the shortage of beginner and part-time 
workers. He said this linking would also provide 
for up-grading educational levels of employees, 
assumption by schools of the burden of training, 
an opportunity for a trial period for new em- 
ployees before permanent employment, and a re- 
duction in the turnover of employees. 

Mr. Hutton, who has worked closely with the 
Board of Education on its cooperative education 
program, said that last year in New York 76 com- 
mercial firms employed cooperative students on 
such jobs as messengers, junior clerks, stenog- 
raphers and business machine operators with the 
students receiving prevailing wages paid full-time 
workers under a system which provided one week 
in school and one week at work. 


Films in office training 


% COMMANDER August Dvorak, USNR, proj- 
ect supervisor, training film branch, Navy De- 
partment, and inventor of the Dvorak simplified 
typewriter keyboard, told the conference of the 
excellent results obtained by the Army and Navy 
in teaching the operation of office equipment and 
office procedures with the aid of films. He said 
that to cut down the necessary training period 
more than printed or oral instruction should be 
used. 

Companies that cannot afford to own their 
own special projection equipment or to film 
movies for their own particular needs can find 
films already prepared by larger companies avail- 
able for small rental charges or free of charge, the 
Commander said. He exhibited selections of Navy 
films to illustrate that training films need not be 
academic or unentertaining. 

In an effort to assist management in orienting 
itself for future planning with regard to union 
activities in the office, an entire evening session 
was devoted to this subject. David Mack, direc- 
tor of personnel, Radio - Keith- Orpheum Corp. 
New York, and Seward H. French, of Reed, Smith, 
Shaw & McClay, Pittsburgh, Pa., addressed the 
members on this subject. 
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You can’t 
“‘Forget to 
Remember’’ 
when you 


use 


| COOK'S | 
Stainless Steel File Signals 


AND PAPER CLIPS 


cm Malate ae 


COOK'S FILE SIGNALS MAKE FACTS 
INSTANTLY AVAILABLE 


Attached to file cards or ledger sheets, these signals greg: 
important groups of facts for instant sabesnen-dentae Enoch ot 
valuable time in busy offices. Made of spring steel in 12 non- 
chipping colors. Types for all filing systems. Will remain 
clean and bright under all conditions of dampness. Easy to 
attach, relocate, remove—yet they always stay put. Samples 
on request. 


= 


“BURRO" 
Paper Clips 
Made of thin spring steel 
for attaching papers to- 
gether, enclosures to letters, 
etc. Special patented 
“tongue” prevents side- 
slip. Easy to attach or re- 
move. The smart clip for 

the modern office! 


“BURRO" INDEX TABS 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
“Every Cook Product Unconditionally Guaranteed" 
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“BULL DOG" LETTER CLIPS 


BOSTON 
PENCIL SHARPENER 
MODEL KS 


LOOK TO 


BOSTON 


FOR DISTINGUISHED SERVICE 


All through the war and now in peace 
time—the BOSTON Pencil Sharp- 
eners are in the front line of service 
to business. When replacements were 
almost impossible, BOSTONS stood 
up under unusually long and extra 
hard wear. And now that back orders 
are being filled—BOSTONS are 
bringing sharper pencil points to 
millions of users. BOSTONS are “tops” 
for sturdy quality, engineered pre- 
cision and economical operation. You 
can expect extra service from a 
BOSTON — it will not let you down. 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. 
SPEEDBALL PENS 


HUNT PENS 


——— 
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PENCER RUBBER PRODUCTS COMPANY 


MANCHESTER, 


It's here?! 


The RUBBER BAND the , 
trade has been waiting for, 
with NATURAL RUBBER 
added. 


Kubbeer Bandd 


CONN. 


TT | | se 


SSS 
Above: Small size, for models 3V, 
4V, or 5V. With or without knobs. 


Right: Intermediate bor for 
lity of 


either size above. 


Above: One intermediate bar extends any Kleradesk one 
to five compartments more than original capacity. Sev- 
eral intermediate bars may be added, if desired. 


Above: Large size, for models 6V, 7V, 8V, 
9V, 10V, 11V. With or without knobs. 


Extendible Steel Bars 


for the steeless 7 
KLERADESK by Sengbusch 


. . . adding greater capacity to 
your present steeless Kieradesks 

. . « Providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. There are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. © Order from your 
stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 
1106 Sengbusch Bldg. Milwaukee 3, Wisconsin 
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More and More People 


FIND 


NATIONAL 


their most economical pencil 


BECAUSE 
National’s 
ROCESSED 
FUSE-TEX = *Teaps 


ASSURE QUALITY 
AND PERFORMANCE 


* 


TMI tt KO OH OH OF 


National's 
Shy-Tiint as 
A THIN % 
LEAD © 
CRAYON pr 
PENCIL Sz 
... with a STRONG Lead = 
wu, 
ay 
National's 
A REAL bo 
QUALITY iS 
5c : 
PENCIL A 
* S 
with metal brown tip 
* 
five degrees 
DOZENS 
Try them at our expense. 
Send your name and address 
for FREE sample. 
NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 


NEW YORK 220 FIFTH AVENUE 
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Letter to the Editor 


More on Office Pools 


Editor, Orrice MANAGEMENT & EQUIPMENT: 

As a firm believer in centralized stenographic and typing 
deparments, Mr. A. H. Stricker’s “Let’s Leave Pools to 
Chance” in your August issue, I believe that management 
very often is responsible for the inefficient, high-cost op- 
eration that is blamed on the supervisor, where such high 
costs exist. 

Mr. Stricker has left himself wide open to a lot of crit- 
icism. In the first place, his idea of comparing a so-called 
employees’ pool with a baseball pool and other fields of 
gambling is a preposterously ill-chosen analogy. 

He has deliberately taken a wallop at the office pool when 
he should have directed his harsh words to the “brass hats” 
for allowing such a condition to exist. Why condemn the 
pool or centralized operation when the fault obviously lies 
with the administrators? We are quite sure that any comp- 
troller or office manager who is fortified with sufficient au- 
thority to act independently could very easily remedy the 
sort of situation Mr. Stricker pictures. 

Mr. Stricker talks of administrators with pet stenos and 
those who hold grudges, also of stenos with pet clients. He 
further goes on to say that the administrator, in order to 
vent his feelings, will deal out harsh words or indulge in 
rapid dictation merely to satisfy his own selfish ego. That, 
to us, sounds like children scrapping over a coveted piece of 
candy. 

He also states that no statistician has figured the costs of a 
pool. It is clearly evident that Mr. Stricker has never taken 
the time or the trouble to visit a well organized and eff- 
ciently operated pool. A call on a few of the hundred and 
over supervisors of office pools in New York City and a 
glance at the detailed production and per-line cost records 
kept by these supervisors should change Mr. Stricker’s view- 
point on this question and a comparison of these figures 
with the costs of individual stenos and secretaries (if such 
figures can indeed be obtained) with the time studies avail- 
able in a well regulated pool reduces this statement of Mr. 
Stricker’s to exactly nil. 

Obviously the conditions Mr. Stricker discusses arise from 
the actions of a group of ill-informed administrative execu- 
tives who should be deposed for inefficiency. He has said 
nothing about the economic advantage of the office pool 
which is properly conducted by capable men and women 
who know their business. Any type of organization—shop, 
office, or factory—will collapse if its administrators function 
with selfish or indiscriminate objectives. So it is in the case 
of pooled office help. No organization, no matter how care- 
fully planned, can be expected to function if those at the 
head of it are the Milquetoast variety serving the upper 
crust executives for the sake of appeasement and the priv- 
ilege of remaining on the payroll. 

Why, then, condemn the office pool? Why not direct an 
article to management and pin their ears back? Heaven 
knows we supervisors are on the carpet enough right now 
without Mr. Stricker trying to deal a knockout punch by 
attempting to criticize a practice that has received the en- 
dorsement of many well-known authorities in the field of 
organization and management. 


A Twenty-Year Successful Steno Pool Supervisor 
(Who for personal reasons must remain anonymous) 


(The columns of Office Management & Equipment are 
open at all times for the discussion of topics of interest te 
the office world.) . 
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“Andy Units of Saul F 


To Be Sold From Chicago 


The Cardinal Distributing Company is a new 
organization formed to serve as sole distributor 
of Anderson-Hickey products. This is in pre- 
paration for the period which we hope will not 
be too distant when steel and labor will be more 
plentiful and a suitable production schedule can 
be resumed. 


The location on the West Side of Chicago is 
one of convenience for hundreds of dealers who 
come to Chicago on business missions. It will 
make possible more favorable relations with 
those who use “Andy units of steel” at retail 
and facilitate the services which the new com- 
pany will be prepared to render. 


An improved line of steel equipment will be 
offered as soon as production can be attained. 
In the meantime every effort will be exerted to 
create that output which will enable us again 
to take care of the filing equipment requirements 
of our many loyal customers. Then we shall 
have the satisfaction of soliciting your orders 
and offering tops in dealer cooperation. 


CARDINAL DISTRIBUTING CO. 


James H. Hickey, Manager 
Sole distributor for Anderson-Hickey Company 


5631 W. Madison Street 
Chicago 44, Illinois 
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COPYHOLDER 


EYES re a *: ERRORS 
AND UP TO 50c% IN TYPING TIME! 


_ To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
‘ous and harmful. By permitting correct 
posture, automatic line-pointing, forward 
EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 
Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 
No Twist, No Turn 
No Squint, No Squirm 
Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
costs. Self-support- 
ing, not permanently 
attached, can be in- 
stantly moved from 
one typewriter or 
desk: to another. 
Try Copy-RIGHT at our risk. Put it to 
the test in your own offices. 


MAIL COUPON NOW! 


Six Model Sizes 
hold papers up to 
12”, 16", 20", 25", 

30", 36" wide 


Pesssesuseeeseuneeeee Pee tee eee reese eee eeeeuee eeeeeces 


: Copy-RIGHT Mfg. Corp. Dept. a 
53 Park Place, New York 7, N. Y. 


C Send illustrated literature please. 
CJ I'd like to try a Copy-RIGHT in my office. 


Firm 


: (Attach Letter Head Ple ise) 
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ness certainly represents a mile post in time. For 
that reason, the year 1946 has more than usual 
significance for C. L. Barkley & Co. because it 
denotes our 25th year in business. We like to 
think that C. L. Barkley & Co. over this span 
of years has played a consequential role in 
shaping the growth of the filing supply division 
of the industry. BARKLEY dealers have shared 
a bright past . . . they can look forward to a 
bright future as well. 


‘C.L. BARKLEY & COL 


Manufacturers of Filing Supplies 


JEFFERSON STREET CHICAGO 7. WL 


I. completion of a quarter century in busi- 


Known to millions! 
Used by millions! 
Join them. Weite 
ee wil h Ticonderoga. 
ha Whiz throwg h 

ae work with this 
TSB Smooth gasy writer. 
a Admire its clean, 
‘Hae clear marks, 
IBA liconder oga's 
Peg superior rubber. 
1 eraser is always in 
y siace.tt 's locked. in- 
fa plastic When You 
a see the handsome 
WA oreen ferrule with 
a double uallo W 
Y bands — that's 
Ticonderoga! 


The famous pencil with 
the locked-in-plastic tip 


DIXON 


ym 


Joseph Dixon Crucible Co. Dept. 87-310, Jersey City 3, N. J, 
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For day-long working comfort and efficiency in 
your office, everyone is entitled to the newest, most 
scientifically designed style of office seating. That's 
one half of the loaf! 


The other half consists in furnishing your office with 
modern chairs equipped with the scientifically 
designed SENG Action Control. For this means 
more efficient working comfort for all of your 
clerical and executive employees. 


Engineering specialists have perfected the SENG. 
Chair Action Control to provide the utmost comfort 
and bodily relaxation while maintaining a correct 
and healthful posture. Safety, strength, smoothness of 
response —are built into each SENG Action Control. 


Look for SENG Controls every time you buy 
office chairs. You'll find them on all the foremost 
quality lines. 


ne JID cneun 


*Formerly “Bolens” Chair Action Control 


1450 N. Dayton St. Chicago 22, Ill. 
October, 1946 


AMERICAN HAIR c FELT COMPANY 


Merchandise Mart, Chicago 54, Iilinois 


KILKIATIER 


THE SCIENTIFIC TYPEWRITER PAD 
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PATENT PENDING 


SNAP-APART CARBON 
AND COPY SHEET SETS 


The quick, streamlined new 
way to make typewritten 
copies. WATTSPEED COPY- 
SETS are carbon paper and 
es | sheets already assem- 
bled in one compact unit, 
ready for instant use. Simply 
insert COPYSET with 
your letterhead into 
typewriter, typein your 
usual manner, then 
SNAP out your copies! 
Sean tie anaes 
ons. e smoot 
clean WATTSPEED SWAP, 
COPYSETisthen ready 
for the next letter! 


WRITE TODAY FOR DESCRIPTIVE FOLDER CON- 
TAINING PRICE LIST AND FREE SAMPLE COPYSET 
TO TRY IN YOUR OWN TYPEWRITER. 


SoG 


COME IN 
3 STYLES: 
ry 
Use I-copy Use 2-copy Use 3-copy 
whenyourequire whenyou require ee oe 
single copies duplicatecopies triplicate copies 


ALFRED ALLEN 


WATTS 


a COMPANY, INC. 
Dept. O.M. 216 William St., New York 7, N. Y. 


Technique of Work Measurement 
George Fry & Associates, consulting management en. 
gineers, 135 South La Salle St., Chicago, and 285 Madisoy 
Ave., New York, have announced the establishment of the 
Work Measurement Institute in Chicago. 
This institute will make available to industry generally 
the facilities of the company’s work measurement laboratory 
The laboratory has been used for some time in training the 
industrial engineers of client companies in the latest tech. 
niques of work measurement and in current wage incentivg 
procedures. The institute offers intensive conferences for 
senior and junior industrial engineers and time study men, 
The next conference for senior engineers will be held o 
October 14th and that for junior engineers on October 28th 


Subject Filing to be Topic 
Subject filing will be discussed at the October 14th 
meeting of the Filing Association of New York. Methods 
classification and retention will be included in this discussion, 
At the association’s September meeting Miss Moyna Efim- 
off, of the Sunshine Biscuit Co., gave an interesting talk on 
the importance of public speaking classes, especially t 
women in business. 


Reduce Payroll Taxes 

A 48-page analysis, “How to Reduce Payroll Taxes 
under Merit Rating” has been prepared by the payroll 
division of the Research Institute of America, 292 Madison — 
Ave., New York, for distribution to over 30,000 businessmen, 
accountants and attorneys. 


The analysis contains a checklist of 72 payroll tax savings 
tables showing disqualification rules and the method of 
charging benefits against employers for the 45 merit rating 
states, rate formulae for states using reservations, benefit fi 
ratios and benefit wage ratios, and an analysis of the com- 
pensable separations and tax credit systems. 

In addition to chapters on disqualifications and job stabil- 
ization the analysis contains a section on miscellaneous tax- Bi 
saving recommendations covering methods of computing 
voluntary contributions, appeal of improperly computed 
rates, pay adjustments at time of rate change, coverage of 
workers in other states, how to get voluntary coverage, 
allocating retroactive payments and the use of joint accounts. 


Wins Industry Medal 

Dr. Willard H. Dow, president and chairman of the 
Dow Chemical Co., Midland, Mich., was recently awarded 
the Chemical Industry Medal for 1946, for his “conspicuous 
service to applied chemistry.” 


The Dow Chemical Co. was a wartime leader in the pro- 
duction of synthetic rubber and a pioneer in sea-water 
chemistry. Under Mr. Dow’s direction the company carried 
out more than fifty major wartime projects. 


Reynolds Profit $3,000,000 After Taxes 
Milton Reynolds, chairman of Reynolds Pen Co., Chi- 
cago, recently issued a report to the company’s board o 
directors and presented the first annual statement of Rey- 
nolds Pen Co., announcing a net profit of over $3,000,000. 
Mr. Reynolds told the board that orders were on hand fot 
over one million of the new Reynolds Rocket pens, that it 
was planned to place the Rocket pen in more than 150,00 
retail outlets; that purchases had already been made for the 
more than 4,000 units of the Gamble Stores and Westem 
Auto Supply, and that the pens would be on sale in Wook 
worth, Sears, and more than 10,000 chain drug stores, as well 
as the other orthodox outlets for pens. 
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SION. SHARPENING 
byword with this ultra 
streamlined beauty. 
—Simply insert the 
il and self-operating 
itch puts im motion the 
ly tempered cutters, 
OMICAL —= Pencils 


verage, 
ccounts. 


yg point selector allows 
choice of 3 style points— st | i 

. ‘ : aii ayon pencils 
extra fine, fine and medium. 72 Cemecen aray 


All degrees of lead sharp- <a brought to a perfect point 
ened with the same accuracy. ee without breakage or waste. 
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Manufactured by BERT M. MORRIS COMPANY — 8651 West Third Street, Los Angeles 36, 
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\ FOLDERS AND GUIDE SETS 


You CAN solve the major 
problem in your filing system with Wabash 
Name Printed Chronological Folders and 
Special Name Guide Sets. The busy sections 
of the file are your big problem. 70% of the 
references in a file are made to not more 
than 30% of the names. These busy accounts 
accumulate bulk. Break up these bulky accu- 
mulations with Chronological Folders and it’s 
easier to find one paper among 25 than to 
search through 150 or more. Here's an ideal 
plan that will give you a clean cut, orderly, 
practical index in the most important part of 
the file. The addition of Wabash Chronological 
Folders and printed Name Guides make any 
index modern and efficient. Your Wabash 
Dealer will tell you more about it. 
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C-THRU’S NEW IMPROVED 
8” ADJUSTABLE TRIANGLES 


In rapid succession have come the Spee-dotter, the 
Quadrant Protractor and Center Finder, new French 
Curves, the improved plastic triangle, the all plastic 
T-Square. NOW, the new improved adjustable 8” 
triangle continues C-Thru’s parade of exclusive 
developments. 


1, Made of sturdier, clear, non-inflammable plastic. 


2, Four circular openings for drawing circles of , 
%, 1 and 1% inches in diameter 


3. Notice tapered holes 4" apart on two sides. These 
allow division of any line into equal parts by swing- 
ing the angle at any of its various degrees. 


4. Can be used for cross hatching, and architectural 
drawings of stairways. 


Speeds up letter spacing 


6. No protruding rivets or sharp points to tear tracing 
paper 


7. Made of eye-ease plastic. 


RULERS + TRIANGLES + MAVIGATIOMAL INSTRUMENTS » STEMCILS © 


HAR TP ORO, CONN. 
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THE HOME OF QUALITY PARK ENVELOPES 
* * * 


FACTS ano FANCIES 


By McGillicudy 


According to the history books, it was 454 years 
ago this October 12 that Columbus, seeking a 
new route to India, discovered the vast continent 
of America instead. And it wasn’t long before 
people packed their bundles and came over 
the seas to settle new colonies. 


The white man had a little trouble under- 
standing the Indian, and they started chas- 
ing one another around. And in typical 
though more modern fashion, we’ve been 
chasing each other around ever since. 


It seems people just can’t realize that getting 
along together solves more problems than chas- 
ing each other around . . . that troubled times 
do exist and it’s easier to work together than 
against one another. 


Some businesses are like that, too. They 
believe in “every man for himself.” They 
don’t figure that some day things will be 
different. They never look ahead. 


All during these trying times, Quality Park has 
looked ahead . . . to better days. We've tried 
to be square with our dealers . . . to divide our 
output fairly. We've planned ahead . .. to 
days when we can produce all the fine Quality 
Park products you want . . . and we're making 
sure we still have friendly customers waiting for 
them. We make it a point to provide Quality 
Service with Quality Park products. 


Qualiry Pa. 


CZ 


* General Office and Factory, Quality Park, St. Paul 4, Minnesota 
* Chicago Office and Warehouse, 564 W. Monroe St., Chicago 6, Ill. 
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Becomes Management Counselor 
For twenty-six years an executive of the Remington 
Arms Co., Inc., Bridgeport, Conn., James H. Chasmar hag 
resigned to enter the consulting field as a management coun. 
selor. He has established offices at 177 State Street, Bridge. 
port, Conn. 
Mr. Chasmar was manager of Remington’s military dj. 


James H. Chasmar 


vision during the war. This division was responsible for the 
establishment and operation of four government-owned and 
Remington-operated small arms ammunition plants which 
numbered 56,000 workers at one time. 

The outstanding record of achievement in war production 
made under his leadership stamped him as one of the coun- 
try’s top-flight organizers in the field of manufacturing. 

Mr. Chasmar was given a party on the eve of his de- 
parcure from Remington by his large host of friends in the 
Remington organization. 


TelAutograph Appointments 

Frank C. Seager has been appointed assistant sales 
manager in charge of selling of TelAutograph Corp., 16 West 
61st St., New York. Mr. Seager served as a lieutenant in the 
army and before that he was sales manager for LeRoy Tent 
& Awning Co., St. Louis. 

John J. Deane has been promoted to the post of assistant 
sales manager in charge of training. Mr. Deane has been 
with TelAutograph for the past eighteen years. 

Walter F. Vieh, president of the company, recently an- 
nounced that all employees who have completed two years of 
continuous service with the company are now covered under 
a pension plan. Under the plan no contribution is made by 
the employee and each employee’s retirement annuity is 
computed on the basis of length of service and the amount 
of compensation. 

In making this happy announcement, Mr. Vieh said that 
a very large proportion of TelAutograph employees remain 
with the company for many years. The Board of Directors 
recognize these years of experience and knowledge as a 
valuable asset. It is hoped that this new pension plan will 
encourage the continuance of such employment records. 


Sponsors Business Show 

The York Chapter of NOMA will present a business 
show, featuring the latest in office machines, methods, 
equipment, supplies, devices and service, at the Valencia 
Ballroom, York, Pa., from October 21st to October 24th. 
Officers of the show committee are Lloyd H. Herman, chair- 
man; George L. Sprenkel, business manager, and Frank 
H. Werner, secretary. They will be assisted by Walter E 
Anderson, Wilbur G. Gross, Albert E. Frerot, Robert P. 
Koons, James S. Spangler, and H. Clifton White. 

The chapter will sponsor a National Clerical Ability 
Testing program in York and will present awards to those 
students who show outstanding ability. Funds from the 
business show will help finance this activity. 


October, 1946 
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‘DEMAND THE BESTI!'' 


Ww S.STAEOTLERLING. 


S33-SS WORTH STREET 


NEW YORK,N.Y. 
October, 1946 


BERNARD 


TRADE MARK REGISTERED 


Means quality in Stationery Tools 


Reputations are not made by fancy 
claims, nor built over night. Acceptance 
such as BERNARD enjoys is the result 
of top quality year after year. Today— 
as for generations—BERNARD means 
quality and dependability to the sta- 
tionery trade. 


Loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8”, 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring,duplex control stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remover No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph”’ Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W* SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


ee ee a ee ee a ee ee 


Wm. Schollhorn Company, 
30010 Chapel St., New Haven 9, Conn. 


Sirs: Please send me your catalogue of stationery ‘tools. 
Oo Sen ee ert 196 4isboann se ee wind enessue 
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Suspended from OPA Control 

On September 11th the Office of Price Administration 
announced the indefinite suspension from price control of 
fountain pens and mechanical pencils and sets; bases for 
fountain pens and pencils and for fountain pen and pencil 
sets. 


Wood Get OPA Profit Factor 

Manufacturers of wood commercial furniture and 
equipment have been provided with an industry profit factor 
of 2.75 per cent by OPA. 

Based on a recent OPA cost study, this action, effective 
September 17th, for the first time provides a specific profit 
factor for the wood commercial furniture and equipment 
industry. Previously, this industry, for purposes of figuring 
adjustments for individual manufacturers, was provided with 
a profit factor of 3.6 per cent that applied on miscellaneous 
wood products. 

Under reconversion pricing, the new profit factor, along 
with material and labor cost increases that have occurred 
since 1941, may be used in figuring ceiling increases for 
individual manufacturers. The action will have no effect on 
manufacturers who have been granted individual increases 
based on the previous profit factor. 


Industrial Human Relations Guide 
Practical guidance in the field of industrial human re- 
lations is found in “You-Triumphant!” a manual written 
by Eugene J. Benge, president of the Benge Associates, Chi- 
cago, and published by Harper & Bros. 
This new manual is broken down into what the author 
calls twelve challenges. Each challenge includes text, self- 
administered tests, and exercises. The book is designed to be 


used in formal group training as well as in individual per- 
sonal self-development. 


ick Drying Duplicating Ink 
o hier dane a of odie the Milo Harding ¢ 
432 oar Pico Blvd., Los Angeles, perfected and recer 
placed on the market a new ink for dupiicating machir 
The new ink, known as Tempo 500, dries quickly; co 
are ready to mail in one to three minutes after prir 
Stencils on which the new ink has been used do not reqi 
cleaning since they absorb all the ink. 


ai won 


From Geneva to Aurora 
The Anderson-Hickey Co., manufacturer of steel off 

equipment, has moved to new and larger quarters in ‘ 

Aurora, Ill. The company was formerly in Geneva, 


Addressograph Identification Method Used 


Many peacetime manufacturers are continuing th 
wartime practice of permanently identifying replaceme 
parts and other items, since it has proven to be a very gc 
practice, especially where many parts are similar in size; 
shape, and yet fit only certain machines. 

One conduit manufacturer recently installed a syster 
permanently identifying his product, by using identify" 
color combinations to indicate functions of manufacti. 
parts combined with regular production part numbers. 

This company obtained a calendered paper tape produrc 
in printed colors and backed with adhesive. An Addres: 
graph-Multigraph plate was then embossed with a p 
number and tabbed by means of a color code to corresp¢. 
with the color of the tape. The tape which comes in fol! 
is then processed through an ordinary strip lister. 

After the tape has been imprinted and rewound, it is f 
warded to the fabricating department where it is inserted” 
a tape dispenser and in the normal operation is moisten: 
and wrapped around the tube or cable. Bands of tape loca 
where they may be subjected to extraordinary condition: 
of severity are coated with lacquer. 
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of SELF-INKING 
DATER 


“TRIUMPH" 
Brand 


An efficient marking device which com- i} 
bines rubber stamp, stamp pad, and a 
dater, (or numberer) into one labor 
saving unit—furnished plain die or 
mortise in which rubber type dater may 
be inserted. 


Send for new price 
sheet or catalog. 


& COMPANY, 


Dog YORK q, N. 


OFFICE MANAGEMENT AND EQUIPMENT 


“STANDARD" 
Brand 


Popular priced 
“STAR” line 
daters—for star 
performance. 
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inserted’ 
moisten: 


pe locatell. WELDON ROBERTS RUBBER COMPANY 
condition: Se ee Newark 7, New Jersey sa al 


STOP CLERICAL COSTS 
EATING 


Into 


YOUR PROFITS 


How much are your record-keeping costs § ¢very business operation. You will find there 
eating into your profits? is CESCO equipment to meet your particular 


, needs. 

Chnness sos, yon will Sad you cnn ext coat The CESCO line includes Visible Record 
“PP eae ae y 4 ye Books, Prong and Post Binders, Ring Books, 
ee Nn ae Reeeeene eyes Factory and Business Forms, etc. Send for 

For forty-six years CESCO has pioneered the Catalog. 


way with a definitely superior line of Loose- 
Leaf equipment that helps management pare THE ft, E. SHEPPARD COMPANY 


costs and step up the efficiency of virtually 4409 21st St., Long Island City 1, N. Y. 
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MASO 


The PERFECT GIFT 


for the 


DISCRIMINATING EXECUTIVE... 


the 


MASONCRAFT 
‘“‘DESKMASTER”’ 


..- The DOUBLE-DUTY CLASSIFIER 


& DESK PAD! 


xf 


50 List Price $15.00 


HIGHLIGHTS: 


Genuine MASONITE BASE — 100% Compressed 
—— — Warp Resistant — INDESTRUCT- 


DURABLE LEATHERETTE PANELS! 
Blotter Unnecessary—WASHABLE! 

2 Six Part Work Classifiers! 

24K GOLD TOOLING —Distinctive Design! 
Velour Backing! 

MADE BY MASTER CRAFTSMEN! 
Available in Brown, Green, Maroon. 

Size: Closed—19¥%4 x 25. Open—19%4 x 50. 
Individually Boxed. 


We Manufacture a Complete Line of 
DESK PADS, 
DESK PAD COMBINATIONS & SETS, 
WORK ORGANIZERS, 
PHOTO ALBUMS & SCRAP BOOKS 


STATIONERY 
PRODUCTS, Inc. 


“It’s MASON for 
Stationery Products of Quality” 
VARICK ST. NEW YORK 13, N. Y. 
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Haines President of Wabash 

Curtis A. Haines has been elected president of the 
Wabash Corp., producer of photoflash lamps, and makers of 
Superlite, infra-red and Birdseye reflector incandescen} 
lamps. As head of the wholly-owned but independently 


Curtis A. Haines 


operated subsidiary of Sylvania Electric Products, Inc., Mr, 
Haines succeeds A. M. Parker who is retiring because of 
ill health. 
The new president will have his offices at Wabash’s Brook- 
lyn, N. Y. plant where he will also serve as general manager, 
Mr. Haines has been with Sylvania Electric since 1929, 


Gives Specifications 
The Ebco Mfg. Co., 401 West Town St., Columbus 8 
Ohio, has prepared a new bulletin describing its Model OP-10 
Oasis electric water cooler. This new pamphlet, available 
on request, gives all the pertinent data on this new model 
Model OP-10 has a bright finish, stainless steel top, with a 
splashproof design. Serves approximately 120 persons per 
hour. Made of heavy gauge, galvanized and bonderized steel, 
and is finished in Oasis brown opalescent lacquer. It is 
priced at $230, f.o.b., Columbus. 


New Type of Furniture Announced 

Sectional furniture which combines standardization 
and permanency yet is constructed to permit a high degree 
of flexibility in arrangements has been developed by Grover 
J. Daly, Chicago industrial designer, according to Masonite 
Corp., 111 West Washington St., Chicago. 

Simple in design, but sturdy and colorful, the new type 
of seats and tables was originated by Mr. Daly for use in 
connection with the Rock Island Lines’ program of passenger 
station rehabilitation. Although created primarily for the 
railroad’s waiting rooms, the furniture is suitable for use 
in reception rooms, building lobbies, recreation rooms, and 
other places where heavy wear prevails. 

Even though each piece of furniture is an individual unit 
the chairs can be combined in any number of multiple sec- 
tions by means of a simplified bolting arrangement. Since 
the seats are attached to each other rather than to the floor, 
they may be rearranged at any time with a minimum d 
effort. Their combined weight is such that they cannot be 
easily shoved about. 

Daly’s functional furniture consists of the basic chair @& 
seat, three types of tables and a dual telephone unit. Two 
of the tables are of seat back height. One is constructed 9 
that a single chair can be placed against each of its four 
sides as a small island unit while another is three chai 
widths in length to allow an eight-seat grouping. The thin 
table is lower to permit its use as a corner piece in against 
the-wall seating arrangements or to alleviate the monotony 
of extended side by side seating plans. The telephone unit 
combination doubles as a telegraph or writing desk. 

An important feature of the furniture is its durability, 
which is made possible through combining maple wilt 
Masonite Tempered Prestwood. 
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=| MEPHISTO COPYING 


73B MEDIUM 


IS BACK AGAIN! 


MADE IN U.S.A. 


al Leads Imported from Czechoslovakia 
a Orders placed up to the end of 1945 are being filled in partial 


nc., Mr, 
‘ause of 


1929, 
monthly shipments, after which 1946 orders will be filled in 
sequence. For the time being the hard degrees will not be 
an available, nor will the #77 or $173B. 
vailable 
7 model KOH-I1-NOOR PENCIL CO., INC. 
, ith 
sos 9 BLOOMSBURY, N. J. 
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HEAVY GAUGE STEEL 


STOCK CARTS 


No. 1170. No place of business should be 
without as many of these units as will do a com- 
plete job of moving parts and merchandise from 
place to place. 

Heavy steel con- 
struction with 
12 gauge up- 
rights and 16 
gauge trays, 
strong and rigid. 
Large 5-in. com- 
position rubber 
tire wheels, sta- 
tionary in front, 
swivel in rear, 
providing easy 


portability. 


No. 1170. 36" Long, 34/2" High, 24" 
Wide, Baked Enamel, Olive Green Finish. 


AURORA, 
ILLINOIS 


DIVISION OF AURORA EQUIPMENT CO. 


The PARVA-GRAPH—8 tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


For . —- @ ENGINEERS Gz 


@ HOME CRAFTSMEN 
@ CARPENTERS 


@ MECHANICS 
© DRAFTSMEN @ STUDENTS 


Jobber inquiries invited 


PARVUA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT © 
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Modern Horse-Trading 

Lyon Metal Products, Inc., Aurora, Ill., sheet metal 
manufacturer, has tackled the problem of securing hard-to. 
get sheet steel by going back to an early American custom 
of barter and exchange. Lyon is offering to swap finished 
products for sheet steel. 

H. B. Spackman, executive vice-president and general 
sales manager, explains that the company’s facilities for the 
production of sheet steel products are far in excess of current 
steel receipts, in spite of the excellent job being done by 
the steel producers. 

Production taken on at any Lyon plant as a result of this 
campaign will not affect orders on hand, says the company, 
because the program will be handled by production facilities 
not now being used due to scarcity of raw materials. 


Assumes Office Manager Duties 

George Homer Martin Associates, 24 Commerce St, 
Newark, N. J., have announced the appointment of Mary 
Bithell as office manager. Miss Bithell was formerly assis- 
tant advertising manager at the Falstrom Co., Passaic, N. J. 


N.O.M.A. Proceedings Available 

The 1946 Proceedings of N.O.M.A. is now available 
from the association. The booklets are $5 each. Quantity 
discounts are allowed on application. ‘Those interested 
should write to Hubert A. Warner of the National Office 


Management Association, 2118 Lincoln-Liberty Bldg., Phil- 
adelphia. 


Begins Marketing in Canada 

Commercial Controls Canada, Ltd., organized under 
a Dominion charter granted on May 10, 1946, has begun the 
marketing of its office control systems and machines in 
Canada, according to Chas. R. Ogsbury, president of the 
company. Other officers are Harold R. Russell, vice-presi- 
dent, and Albert F. Milton, secretary and treasurer. Alan 
F. Telfer, general manager of the Canadian Exporters Asso- 
ciation, and L. Peter Baenziger have been named directors. 

Registered headquarters of the corporation have been 
opened at 73 Adelaide St., West, Toronto, with Mr. Baenziger 
as manager and Wilbur E. Braedner in charge of customer 
service relations. 

The company will handle complete mailroom equipment, 
including omni-denomination metered mail systems, as well 
as Endorsograph check endorsing machines and Ticketo- 
graph pay and production control systems. It has acquired 
all existing Canadian contracts on the Ticketograph from 
International Business Machines, Ltd. Much development 
work is projected to adapt the entire Commercial Controls 
line, long popular in the United States, to standard Canadian 
methods and systems. 

The organization of Commercial Controls Canada, Ltd, 
marks the culmination of plans which have been in process 
of development since 1943 when the Canadian government 
gave formal approval to the firm’s postal meter for use in 
the dominion. Wartime manufacturing restrictions prevented 
commercial distribution of office machines and equipment 
at that time and delayed until now the formation of the 
company. 

The company will distribute its products through field 
offices located at strategic points throughout the Dominion. 
Carefully trained personnel will be in charge of all sales 
and customer service operations in each office. Such repre- 
sentation has already been arranged in Montreal by the 
appointment of J. J. Wilson, R. J. MacLeod and Company, 
Ltd., 407 McGill St., as company agent, and in Ottawa by 
similar appointment of J. H. Watts, Office Appliances, Ltd., 
199 Queen St. 
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"WHEN YOU NEED TYPEWRITER | 
OR BOXED PAPERS—JUST SAY 


w 


“The COMPLETE Line — 


MIMEOGRAPH MANIFOLD 
PRINTED COPY” MANUSCRIPT COVERS 


ON SALE AT LEADING STATIONERS 


Business papers 
of —_ mally high 
guality ina 

complete range of 

grades and items for 
every business office use 


BONDS ONION SKINS 


BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


EAGLE-A 


Bea? . 


“White for. ingorsnation te 


|.____HOLYOKE, MASSACHUSETTS 


rN 


WRITING PAPER CORPORATION 


entirely. 


GRIPPIT. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 

TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 


Both ROLTONIC and TYPTONIC are Nen-inflammable,Non- 
made to the same high quality as Poisonous, Harmless to 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 


All three products are 


skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST... HAVERHILL, MASS 


October, 1946 
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FULTON 
says 


quick-drying . . . smudge-proof 
IN ANY WEATHER 


ALL-WEATHER wood block Stamp Pad, 
inked with ALL-WEATHER special ink .. . 
what a team! Weather conditions really 
don't mean a thing to them. Sharp, clean, 
fast-drying impressions . . . and pad will 
not warp, get sticky or pick up lint or dust 


<—_= 
FULTON SPECIALTY CO. 


200 FIFTH AV., NEW YORK CITY 10.N. 
FACTORY AT ELIZABETH 1, NJ. 


Swe Rite 


LOOSE LEAF PHOTO ALBUM 


PHOTO MASTER—The up-to-date photograph album. Equipped 
with the famous Multo loose leaf binding, anchored to built-in metal 
back. Twenty-two metal rings hold eighty 9-11 inches black album 
pages which can easily be removed by releasing automatic trigger 
lock. Two 6x9 inches removable pockets for keeping negatives. 
Gold stamped heavily padded covers. Black or brown artificial 
leather covers. 
No. 2050-—$28.80 per dozen 

Write for catalog of complete line of Photo Albums, Address Books, 
Autograph Albums, Baby Books, and albums with acetate sheets. 


Wire-O Binding Company of Chicago 


732 W. Van Buren Street Chicago 7, Illinois 


Display Room—209 8. State St. 
Around the Corner from the Palmer House 
Chicago 4, Illinois 
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ATTRACTIVELY PACKED 
IN REROLL DISPENSING 
BOX AND DISPLAY CARTON 


12 ROLLS OF ONE EoL0k TO CARTON 
WRITE FOR INFORMATION! 


Used for 
FILE FOLDERS 
UTILITY LABELS. 
ADDRESSING 
MAILING LISTS: 
& MANY OTHER. 


WHITE « BUFF 
ORANGE! 
CHERRY 
BLUE » GREEN 
CANARY 
iMANETLA 


PURPOSES.: 


* 


a | 


6. “ARTGUM" doesn’t dim ® 


jmnprintin’: 5, om the O778 


\\ 


— 
— 
a 
— 
a 
a 
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To Purchase for Sun Rubber 


T. W. Smith, Jr., general manager of the Sun Rubber 
Co., Barberton, Ohio, has announced that William R. Lang, 


Wm. R. Lantz 


for the past seventeen years with the B. F. Goodrich Co, 
has been appointed director of purchasing for the Su 
Rubber Company. ° 

Mr. Lantz had been a member of the Goodrich purchasing 
staff for the past eight years. He had previously served in 
that company’s accounting department. During the war, 
he served in the rubber bureau of the War Production Board 
in Washington. He is a former director of the Akron Asso- 
ciation of Purchasing Agents. 


To Examine Office Procedures 

A searchlight will be focused on established office pro- 
cedures at the regular dinner-meeting of the Transcription 
Supervisors’ Association on October 14th, when Joseph M 
Robins, president of the Roberk Co., speaks on “Common 
Sense in the Office.” 

Mr. Robins will make suggestions on how to eliminate 
pointless, time-consuming routines which are all too often 
2ogs in the wheels of production. 

Miss Stella Pajunas, recent winner of the tenth annual 
world typewriting speed contest in Chicago, will be a guest 
of the association, and will pass on some practical tips on the 
‘development of typing speed. 


IBM Promotes Armistead 

The International Business Machines Corp., 590 Madi- 
3on Ave., New York, has announced the promotion of Ivor 
c. Armistead, Jr., to the position of assistant manager of cus- 
comer engineers for the entire IBM domestic organization. 
de was discharged from the army in January with the rank 
of lieutenant-colonel and upon his return to IBM served as 
assistant general service manager. He joined the company 
‘n 1940 as a junior customer engineer. 


New Cleaning Handbook A 
The Phillips Chemical Co., 3402-26 Touhy Ave., Chi- 
cago, manufacturers of production line cleaning compounds 
and industrial maintenance compounds, have published 
their new handbook, “Production and Maintenance Cleaning.” 
This handy pocket-size booklet gives complete informa- 
tion on proper methods and compounds for use in every 
type of production line cleaning as well as for maintenance 
cleaning. 

Recommendations for alkali, electrolytic, and emulsion 
cleaners; paint, enamel, rust, and carbon removers; bright- 
dips, burn off, and vapor solvent degreasing, are given. 

In addition, proper compounds and dilutions are recom- 
mended for every type of maintenance cleaning, such as 
hand soap, floor cleaner, steam cleaner, carbon remover, 
rust remover, drain cleaner, and many others with special 
applications. 


This handbook is offered free of charge. 
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A STERLING SILVER CHRISTMAS WITH 
VAN CLEEVE STERLING SILVER PENS 


Van Cleeve Fountain Pens 
with Revolving Sapphire Ball 
Point. 


A New Phenomena... 
Perfection of Craftsmanship... 


Precision of Performance... 


Everlasting Beauty. Made in 
14K Solid Gold, Sterling Sil- 


-_ ver and Cleeveplate Metal. ome 
CLOSED OPEN 


Will write anywhere from 5 months to 5 years de- 
pending upon the frequency of its use. Opens and 
closes with one hand. Can be refilled by anyone 
anywhere by injecting special Van Cleeve Ink sup- 
plied in large collapsible tubes like tooth paste. 


(LEEVELANDT CORPORATION 


33 West 46th Street New York 19, N. Y. 
: # Patents Applied. : 


AN ALBUM YOU'LL LIKE 


It has many uses in offices. Also, makes an appreciated gift for 
employees or customers. 

An expensive looking embossed cover of simulated leather, flex- 
ible, specially treated to give it toughness and extra long wear. 
40 black pages that lay perfectly flat and smooth when open. 
Mounting surface of 9? x I!" per page. Patented strong plastic 
binding rings. Choice of black, blue, brown, green, maroon. 
Note this popular price, $1.50. Looks like more! 


Write for illustrated catalog of plete line 
of Albums and Specialties 


AMBERG FILE & INDEX CO. 
1602 Duane Blvd., Kankakee, Ill. 


INDUSTRIES 
AND 
BUSINESS 


ARMA GEM CLIPS ®FFICES apa, NO-SLIP CLIPS 
ARMA SNAGPROOF 


ee Curted Ende 
unewe a ( Ci) ) Was" 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 


Every User is Looking for a Superior Product Today—Tempe 
Offers You a Complete Line of Quality Duplicating Supplies 


NO. 500 INK 


New—sensational—users say “it's unbelievable.” Out-performs any ink oa 
the market. The first real improvement in duplicating since we introduced 
the film stencil in 1938. Tempo 500 is an amazing time-saver. Copies 
dry in from 1 to 3 minutes depending on paper. No waiting around, 
Speeds up entire department. Takes high speed operation beautifully. 
Less offset. No waste of paper—the first copy is good. Tempo 500 has 


everything—one trial will convince. 


FILM STENCIL 


“Cash in” on the tremendous interest 
in film stencils. Never were they 


For catalog, price list and special 
dealer proposition... 
MAIL COUPON TODAY 


ee 


more in demand. In the 8 years 1 MILO HARDING CO., " 
since we introduced it, users have 432 W. Pico Bivd., 

learned the many advantages of | Los Angeles 15, Calif. ] 
film: — 3 1 10 — 1 = pode seeceeeces 9 
ting t . Eliminates type clean- lease rus) 

ing. loop-letter cut-outs, feed roller | Tempo 500 Ink and Tempo | 
swelling. Result: cleaner cut sten- | Film 8 l 
cils, better copies, better re-runs. NAME ....--ee% ceeesecee 
Cocpeees Sites ie Sao ae I grREET ...........- seadell 
a cannot be switched to I CITY eee eerere eeeeeeeeeee 4 


any other type of stencil. 
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CARBON Pare 
an ; 
WRITE TYPEWRITER RIBBONS 


The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money savers in 
any office . . . giving you more for every dollar 
spent, in longer wear, better looking work. WRITE 
Carbon Papers give you more copies, cleaner 
copies from every original. WRITE Typewriter 
Ribbons reproduce a uniformly clean, sharp and 
readable piece of work every time. 


Insist on WRITE products. They are guaranteed 
for quality, uniformity, long wear. 

Ask your dealer, or write us today for FREE sam- 
ples and attractive prices. 


Immediate Deliveries! see 


gton Avenue 


Lexin 
420 y 17, &. 


w Yor 
iwcORPORATED oe 


FACTORY: Bridgeport, Conn. 


The Super-marker for 
Smooth Surfaces 


Silaisde/] 


CHINA MARKER 


No surface is too slick for 
Blaisdell CHINA MARKER. 
Preferred by china and glass 
outlets, druggists and grocers 
for plain, permanent marking 
on smooth surface products 
and containers. Specially 
designed... Paper encased by 
a special process to prevent 
oxidation of leads... More 


Reg. U. S. Pat. Of. 
efficient...... Made in 13 


oir, | brilliant, permanent colors. 
a oye 
3 & "QatsOe77 PENCIL COMPANY 


Trigg > 


141 BERKLEY ST. « PHILADELPHIA 44, PA. 


McBee Announces 


The McBee Co., 295 Madison Ave., New York, has an- 
nounced the appointment of R. F. Schwerdt as manager of its 
international division and the appointment of two local man- 
agers, J. H. Preston, Jr., in Philadelphia, and B. B. Vercoe in 
Cleveland, Ohio. 

Mr. Schwerdt’s appointment initiates a new policy of 
broadening the company’s export business. Qualified dealer 


R. F. Schwerdt 


distributors are being appointed in major foreign trade 
centers. 

Mr. Preston, who was discharged from the Navy in Febru- 
ary, joined the company ten years ago, as representative in 


J. H. Preston, Jr. B. B. Vercoe 


the Wheeling, W. Va., territory. In 1939 he was transferred 
to Pittsburgh and two years later was made manager of the 
Buffalo office. 

Mr. Vercoe has headed McBee’s training program for new 
men at the company’s technical training school, Athens, Ohio, 
home of the main plant. Before that he had been manager 
in Providence, R. I. He joined the company in 1936. 


H. C. Davis, general sales manager of the company 
has announced that H. R. White has been appointed manager 
of the Baltimore branch. Mr. White joined the firm in 194 
and until recently was associated with the home office, spe- 
cializing in insurance applications. He is well known in the 
office equipment field having been associated with it all his 
business life. Prior to joining McBee, he was a specialist ip 
methods for a nationally-known office equipment firm. 


Elected to Board 


Two additional members have been elected to the Board 
of Directors of the company. They are F. C. Rummel, presi- 
dent of Burr & Co., investment bankers of New York, and 
W. B. Stitt, partner in the law firm of Olcott, Havens, Wand- 
less & Stitt, New York. 


Oklahoma Equipment Show 
The Oklahoma City Chapter of the National Office 


Management Association will present an office equipment 
show at the Municipal Auditorium in that city on October 
8th and 9th. The show will be open both afternoons and 
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FOR 26 YEARS 

Use Clarotype for clean, sharp end impres- 

sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


STEEL DESK TRAYS 
FOR 
IMMEDIATE DELIVERY 


MAHOGANY — WALNUT — GREEN — GRAY 


Streamlined and cut out at both ends. Contents are always easily 
removable. Trays are provided with felt patches to prevent marring 
the desk or table. 


The trays may be built up into tiers by the use of the supports which 
are quickly and easily attached. 


PRICES 
LETTER SIZE $1.50 Ea. -— DOZ LOTS $1.40 Ea. 
LEGAL SIZE $1.75 Ea. _ DOZ. LOTS $1.65 Ea. 
BUILD UPS 50c PER SET 
ALL PRICES ARE F. O. B. NEW YORK, N. Y. 


NATIONWIDE OFFICE SUPPLY CO. 


19 Park Place New York 7, N. Y. 


Save Time! 


New EASY WAY 
WITHHOLDING TAX 


CALCULATOR 


Designed for “the man in the field,” it quickly and 
accurately calculates the correct amount to withhold, 
Beautiful solid walnut cabinet, easily operated, sturdily 
built, nothing to get out of order. cial government 
charts based on various payroll periods. Mistakes 
eliminated because only one line of figures is exposed 
at any one time. The “EASY WAY” is the easiest way! 
Be Sure to Specify the Chart You Need: 

0 WEEKLY 

C1) MONTHLY 

() SEMI-MONTHLY $53.75 

- +» Retails at 
HIATT-BUSH CO. 
“Oldest Exclusive Manufacturer of Withholding Tax 
a ES in the U, S.’’ 

P.O. BOX 44 TULSA 1, OKLA. 


0) BI-WEEKLY 
ncteated Folder Mailed on Request 


NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy 
—twice as fast as machine calculating and 
five times as fast as hand figuring. 

Save time and eliminate “headaches” by 
using this lightning fast calculator. 


No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


Order from your stationer or supply dealer. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
ST. LOUIS, MISSOURI 


October, 1946 
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CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Prompt shipment -—~ 
stock. Please specify re- 

quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


Genuine Art Corners by ENGEL 
For Photo Albums, Scrap Books 


eo ADVERTISED for mounting snapshots, postcards, clippings, 
stamps, etc 


CnrgeZ Cnged 


PoC! xect RANSPA 
“Aart Corners Len a 


Will mount prints “ieee os Clan.” 

Set or losste. Complete visibility 

mm negatives can be orlene denne 

filed in back. < 

——— removable at will. 

100 of a color in 100 in boxette to 
envelope to sell for sell for 15c. 

aE _,t0e. —- = ei — —s ad = 


Order from gear ine or write 


ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., Chicago 40, Ill. 


Visible Reecord 


Record Easy 
Any Sales Quick 500 Card: $ 45 
Stock Flexible 6" x 4" 
Credit Portable 

Cost Saves Time Complete 

Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years nationa) use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
») in., $4.40; 10x4 in., $5.30. Order now. Send no 


Sheets of Cards TONY: Write for Catalog 
Satisfaction Guaranteed. 


s 
ROSS-GOULD CO. 
Handifax 311 N. Tenth St. (1) ST. LOUIS 


NEW IMPROVED POST-WAR MODELS 
Now Auailalle in the ‘ 


Hydrawlik Company 
GEORGE A. BROWN 
Roselle, New Jersey 


Elected to Important Posts 
Allan A. Ryan, chairman of the board of directors of 
the Royal Typewriter Co., has announced the election of 
Maxwell V. Miller as the president of the company and 
the election of Arthur E. Davis as vice-president and 
treasurer. Mr. Miller succeeds E. C. Faustmann, who died 
in August. 
Mr. Miller has been connected with the company for the 
past twenty-five years. He began as a junior salesman 


Arthur E. Davis Maxwell V. Miller 


and later held positions as branch manager, eastern sales 
manager, and general manager. In 1937 he became vice- 
president in charge of sales. He was an officer in the first 
World War. 

Mr. Davis joined the company in 1910 as cashier in the 
New York sales department. He became assistant to the 
general auditor in 1917 and assistant treasurer in 1919, 
After serving as general auditor and comptroller he was 
elected treasurer in 1933. 

Purchases Building 
In another step aimed at increasing typewriter pro- 

In another step aimed at increasing typewriter production 
Royal has purchased Building 10 of the former New De- 
parture Plant of General Motors, located at 1031 New Britain 
Ave., West Hartford, Conn. 

By the purchase 70,000 square feet of space has been added 
for training, experimental and development work, and ex- 
pansion of manufacturing facilities. 


Awarded Trophy 

Lawrence P. Bahan, manager for the Underwood Corp, 
in Baton Rouge, La., was named Outstanding Citizen of the 
Year and awarded the Golden Deeds Trophy at ceremonies 
in the Louisiana State University Open Air Greek Theater 
recently. 

The Golden Deeds award sponsored by the Baton Rouge 
Inter-Civic Club Council is presented annually to the out- 
standing Baton Rouge citizen of the year by the State Times 
and Morning Advocate. 


Type for Photographic Reproduction 

The Fototype Co., 629 Washington Blvd., Chicago 6, 
Ill., is offering a very interesting catalogue, called the ABC 
of Fototype. 

Fototype is a simple and economical method for setting 
type for photographic reproduction. A complete alphabet, 
printed in black on a white card, is made up into individual 
pads of single letters and fastened into a handy, refillable 
kit. Each kit takes only a small amount of space in an or- 
dinary desk drawer. 

To set a display head, a line of copy, or a complete page, 
you pick the desired letters from the pads and insert them 
into the Fototype composing stick, much the same way as & 
compositor sets type, and you have your copy ready for re- 
production in offset, planograph, zinc, or any method you 
choose. Curved headlines and reverse type, are also of- 
fered. Fototype costs only one-fifth of a cent for each char- 
acter. 

A cabinet containing six drawers, for six sets of Fototype 
is available from the company as are copies of the catalogue. 
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Available for immediate delivery! 


NO APOLOGIES NECESSARY 
when you buy 
MOORE 

METLHED MAPTACKS 


H . ° 1. You're buying the ONLY complete line 
Adtemaguge, weaves, Mimeograpie, Olstefing 2. You're supplying maptacks which are rugged and sturdy 


machines, Steel Files, Lockers, and Shelving. 3. You're getting the line sold by map campaigns— 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


EXCLUSIVELY 
All pletely rebuilt end venteed by Moore Marking Tacks are tops in their field, too. 
“The House That Confidence Built” Other Moore products include famous Moore Push-Pins and 


Push-Less Hangers 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


MOORE PUSH-PIN CO., PHILADELPHIA, PA. 


eas DECEMBER ISSUE 
seLecT [AMI —_— CLOSES NOVEMBER 5th 
WRITING TABLETS Please prepare your copy 


GUMMED CLOTH ITEMS . 
PLAIN & RULED SCRATCH PADS now and send complete in- 
LEGAL RULED PADS | structions to our New York 
INDEX CARDS e INDEX TABS {fj 
COMPOSITION BOOKS orice. 
SELECT PAPER AND TABLET CORP. ScANAGEDOENT & DOUMSOENT 
Manufacturing Stationers 260 Fifth Ave. New York 1, N. Y. 


585-601 DEAN ST. | BROOKLYN 17, N. Y. 


“K- LINE” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 


various types of STORAGE BINDERS. 


LENGTHS: 1, 11/2, 2, 2/2, 3 & 42" 
Expansion Up to 7/2 Inches 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


#00....102 28 #3....1FAQ x 12% 
i....1NA x % | 4....1ea x 1% 
#02....13/. x I @5...23 «1% 


Samples and Descriptive Booklet on Request 
W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 
Western Distributers 
GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


19-29 Rockwell Place Brooklyn, N. Y. 


CANCER Is Di NEATYPE 


Our No. | Enemy 


Highest Quality 
Large Bottle 
Fast Easy Seller 
Wondertul Re 


Give to the a an twee 


American Cancer Society | =a EvaPbnarion in SY on 
Tor Full Pavtheatons and Samples, Write. ; a 
New York, Mu. ¥. | STARKEY PAPER & SUPPL 


3800 AGNES A E. KANSAS CITY 3, moO 
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Adirondack Chair Co....... 96 Esterbrook Pen Co., The... 71 May Co., tae J. Lb... ...... 92 Sengbusch Self-Closing Ink- 
Agency Paper Co........... 23 Eureka Specialty "Printing Melind Co., eee a ere % 
All-Steel Equip., Inc........ Et. Wesson encase os 66 Mittag & Volger, Inc... .... 32 Seng Co., The............. i) 
Amberg File & Index Co.... 93 Moore Push Pin Co........ 97 Sheaffer Pen Co., W.A..... 6 
American Hair & Felt Co.... 79 Morris Co., Bert M...... 81,82 Sheppard Co., The C.E..... 9 
American Pencil Co........ 33 Faber Pencil Co., Eberhard. 7 Speed-O-Print Corp...... 19, 
— Writing Paper Feldco Looseleaf Corp...... 30 Spencer Rubber Products 
1 habeas ies 91 Fulton Specialty Co........ 91 RRR 
Anderson Hickey i National Pencil Co......... 76 a. Inc., yp aR & 
tee es Corp. . Nationwide Office Supply Co. 95 Starkey Paper upp y 9 
11, 12, 13, 14 ane Dees S Co. ‘The. = Neva-Clog Products eb. ‘ian 17 Stewart & Co., Inc., | oo 
Graff Co., George B. “"* m2 Niagara Duplicator Co... .28, 29 Sturgis Posture Chair Co. | 
B. B. Chemical Co......... 10 O<Ink Co. Hi 
Barkley & Co., C. L.. 73 Gregory Fount-O-Ink Co... 16 
wea Mfg. Co. iter a ‘3rd cover Sain te te 3 Ola T Ribbon & Casb 
aisdell Pencil Co....... . 94 Harding Co., Milo......... 9. own n arbon 
i Boorum & Pease........... 25 Harriman-Welts, Inc....... a ee ere 34 | teeny — Equi a 
i Brown & Bro., Arthur...... 8 Heyer Corp., The.......... 9 . Ge... Ine P ” 
a Browne-Morse............. BS Hiatt Bush Co............. 905 ee ce te ee 
ae Business Systems Corp..... 98 Hunt Pen Co.,C. Howard... 74 
BE, GO... een 96 — ni oo Ba 4 
Clarotype Co., The......... 95 ttsburgh Cut Wire Co..... 
Cleevelandt Corp........... 93 International Business Ma- eee Filing Supplies, Inc. § 
Codo Manufacturing Corp... 73 “chines Corp 4 Watts Co., Inc., Alfred Allen % 
Columbia Ribbon & Carbon — Metal Furniture Webster Co., F. Ss TTT i 
A eee 3 : Wire-O-Binding Co. of Chi- 
Cook Co., H.C 74 Re ene 69 Quality Park Envelope Co.. 84 
ee ere 
4 Copy Right hey —. 77 4 4~Write, Inc...... aan 
a C-Thru Ruler Co.. 83 Kline Co., W.R............ 97 
Koh-I-Noor Pencil Co.,Inc.. 89 Red Feather Products, Ltd.. 5 
aaa Calculating Sys- Roberts Rubber Co., Weldon = 
MR ici Seeds we bre cos 95 Rockwell Barnes Co. beaded 
Dixon * Crucible Co., Joseph Majestic Looseleaf, Inc..... 97 Rosenthal Co., The........ y ro Yawman & Erbe Mfg. Co., 
68, 78 Maso Steel Products..... 6,24 Ross Gould Co “ACE Peete er: i. eae ... .2nd cover 


ONE WRITING 
PAYCOMPTROLLER 
SAVES TIME 


AND ELIMINATES. 
SEPARATE POSTING 


FOR: 


Payroll 
Accounts Receivable 
— Payable. 


DISTRIBUTORS: 


Inventory Control 
Unusual demand offers’ - sic ny git 
opportunity to office spe- pecia PP ications 


cialty sales organizations. 3 
_ One minute to write for illustrated folder M will save unlimited hours and expense 


_ BUSINESS SYSTEMS CORPORATION 
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WHEN IT’S MADE BY BATES 
IT’S GOOD FOR YEARS OF SERVICE 


BATES NUMBERING MACHINE bee BATES EYELETER 

The acknowledged leader Fe ; Feeds, inserts and crimps 
throughout the world for Ts eyelets in one instantane- 
more than half a century. ous automatic operation. 


BATES STAPLER 


Makes its own staples. 
5,000 in one loading. 
Can’‘t jam or clog. 


BATES TELEPHONE INDEX 


Spin the knob and follow 
the red line. Finds 720 
names or numbers, presto! 


BATES FILE FASTENERS 


Lay flat, bind tight. No 
sharp edges. Positive slide 
locks. Neat, efficient. 


BATES PERFORATOR 


Easiest action, largest 
waste container. Compact. 
Economical. 


BATES MunKee STAMP PADS 


Reversible, renewable 
filler. Clear, clean impres- 
sions. Long-lived. 


BATES LIST FINDERS 


Simplest listing device 
ever made. Ideal for home 
or office use. 


Price isn't the important factor in buying office equipment. In the long run, cost is determined by how 


long and how well your equipment serves you. Bates Office Aids are the leaders because for years 


they have been paying extra dividends in longer, more satisfactory service. 


Bates 


quality products 


The Bates Mfg.Co., Orange, N.J. © N.Y. Office, 30 V esey St. 
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Underwood first scooped the field 
fifty years ago... by revolution- 
izing typewriter construction with 


the first front-stroke visible writing 
machine. 


This epoch-making achievement 
was so far ahead of any typewriter 


on the market, that other manufac- 


turers simply had to scrap their 


designs . . . and follow Underwood's 
lead. 


Since then... its milestones studded 
with many brilliant mechanical 


Be 


- Fifteen Famous Firsts 


in the Development of the Front 
Stroke Visible Typewriter... The 


Underwood: 


1 THE FIRST TYPEWRITER with all the writing 
in sight all the time. 


THE FIRST FRONT MARGIN STOPS 
Easiest to reach and easiest to set—of all 
margin stops. 


THE FIRST COUNTERBALANCED SHIFT with 
right and left shift keys. 


THE FIRST LEFT HAND CARRIAGE RETURN 
Leaves left hand in typing position. 


5 THE FIRST 2-COLOR RIBBON feature permitting 
a choice of two colors by the switch of a lever. 


6 THE FIRST FRONT STROKE ACCELERATED 
TYPE-BAR ACTION 
Gives ease of touch and quality of imprint. 


7 THE FIRST INDIVIDUAL KEY LEVER TENSION 
Permits touch adjustment of each key. 


a THE FIRST SHIFT KEY LOCK WHICH SHIFTS 
AND LOCKS IN ONE OPERATION 
Eliminates additional locking operation. 


] THE FIRST FRONT MARGIN RELEASE KEY 
Permits writing in left margin without disturbing 
the marginal stop. 


10 THE FIRST UNIVERSAL BAR ACTUATED 
DIRECTLY BY THE TYPE BAR 
Spaces carriage with minimum of effort. 


; 11 THE FIRST STAR WHEEL ESCAPEMENT WITH 


BEVEL-TOOTH FIXED DOG 
Specially designed to speed movement of carriage. 


12 THE FIRST CENTERING SCALE 


Permits quick and easy centering of headings 
on paper. 


13 THE FIRST INBUILT TABULATOR (SINGLE KEY) 
The tabulator as part of the machine not an 
attachment to it. 


14 THE FIRST TYPE-BAR GUIDE 
To control the printing point. 


15 THE FIRST TYPEWRITER READILY ADAPTABLE 
TO STENCIL CUTTING : 
Mere touch of lever renders the ribbon inoperative. 


firsts . . . Underwood has consist- Underwood Typewriter Leader of the Worls 


ently remained “Typewrit Ww k 16, New 
er Leader 
UNDERW 
Py a RWOOD CORPORATION, One Park Avenue, New York 1 ew York 


Copyright 1946, Underwood Corpor 
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